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| - INTRODUCTION

This manual contains an outline of duties and patapes for Judges and Clerks of Election to
follow in conducting th&012 Primary Election It has been prepared by our election division
and is applicable in counties using Punch CarddBall

As Secretary of State, | urge each Election Bo#fidial to study this manual thoroughly. The
Election Board officials’ individual quick referees reflect the guidelines in this manual.

If you have any unanswered questions, please doydac County Clerk.
Sincerely,
BEN YSURSA

Secretary of State






Il - OVERVIEW

This manual has been written for your day as awotker. You will find instructions for
conducting the election.

You should have received training on being a paltker and should be familiar with the
information contained in this manual. However,oiyhave any questions regarding activities at
the polls on Election Day, please contact your @p@erk's Elections Office.

Be sure to read this manual carefully as there bae® many changes in the Election Laws
pertaining to the conduct of the election as welater registration.






Il - TERMINOLOGY

1. Ballot Assembly: As delivered to the polling place, the ballot assneonsists of the
following: a gray plastic frame, a yellow mask d@hd ballot labels which are affixed to the
ballot assembly much like the pages in a book. &batlot labels are the official ballot for
any given election.

2. Ballot Card:

a. The ballot card is a prescored data processingwitinda single stub attached to the top.
The ballot cards may be buff in color or may beocabded to assist with completing the
poll book at the end of the night.

b. The ballot card, when punched, records the electidice of candidates and/or YES/NO
response positions.

c. You will note that the ballot cards and the balidiels are of different colors.
3. Ballot Envelope (i.e. secrecy sleeve):

a. The gray ballot envelope serves two purposes:gdresy of the ballot card; and (2) it is
the “write-in” ballot. In order to correctly useishwrite-in ballot, an elector must write
both the title of the office, and the name of taadidate for which he wishes to vote.

b. In a Primary Election, the voter must also write golitical party of the candidate for
which he wishes to vote.

4. Ballot Labels: The ballot labels are the pages within the votiagtb which contains the
names of all candidates and ballot measures.

a. In a Primary Election, the ballot labels will bd@®d depending upon parties
participating in the Primary Election and the numifespecial elections being held on the
same day.

5. Ballot Marking Device (i.e. AutoMark):

a. This device is designed to assist voters who h#fieudty seeing or marking a ballot to
vote privately and independently.

b. The device marks an oval ballot after the voterrhade his or her selections on a touch
screen or Braille keypad, or with a personal sigh punff device.

c. An audio ballot is also available for use with thist.



IMPORTANT: This device only marks a ballot and no votes toeed in the
machine.

6. Central Counting: When ballots are transported from the polls tordre¢location for
tabulation.

7. Closed Primary: A Closed Primary is a direct primary in which vatean only vote for
candidates of the party in which they are registefdnis means that voters will only receive
the ballot for one party.

8. Demonstration Ballot Card: These cards are yellow in color and are clearlykethas
demonstration ballots. They are to be used for chestnation purposes only and are not to be
voted by the electors. Should any of these yellallobcards find their way into the ballot
box, they will not be tallied at the counting cente

9. Demonstration Ballot Label: The demonstration ballot label as placed in annasiewill
have the same colored pages to resemble the ofi@liat labels. It has no relationship to any
Idaho election and is used for demonstration pepasly.

10. Election Record and Poll Book (i.e. Poll Book)The Election Record and Poll Book means
the book containing a listing of registered votgls are qualified to appear and vote at the
designated polling places. The Election RecordRwltiBook is used for voter signatures,
ballot accounting and keeping track of voting ati#e throughout Election Day. An
additional copy of the Election Record and Poll Boway be maintained by the Receiving
Clerk to record that the voter has voted. If a selddoll Book is not provided for use by the
Receiving Clerk, a List of Registered Voters wil provided instead. The List of Registered
Voters is also a listing of registered voters whe @ualified to appear and vote at the polling
place. (Sec. 34-111, Idaho Code)

11.Oval Ballot:

a. The oval ballot is an optical reader ballot witkiagle perforated stub attached to the
bottom of the ballot. Oval ballots are stapled &g of 25 or 50 ballots.

b. The oval ballot is removed from the stub priordsuing and handing it to an elector.

c. The oval ballot is voted by completely filling iha oval opposite the voter’s choice of
candidates and/or YES/NO response positions. Thi mast be made using the marking
device provided by the Election Board.

12.Precinct Counting: When ballots are tabulated at the polls.

13.Primary: A Primary Election is where political parties se¢ldee party's nominees to move on
to the General Election.

14.Secrecy SleeveThe device used to shield the voter's marked l§g)lethile going from the
voting booth or AutoMark to the Receiving Clerk.iJIs either a plastic sleeve in which the
ballot is inserted in the bottom or a manila fidder.



a. The secrecy sleeve is to be used in conjunctioh thie AutoMark (i.e. Ballot Marking
Device). Each voter, after marking the ballot(bpd place the ballot(s) in the secrecy
sleeve and return to the Receiving Clerk staticatdtie ballot box(es).

15.Transport Carrier (i.e. Transfer Case): Any carton, box or other container furnished by the
County Clerk, which has the capacity for containiing voted ballot cards and ballot
envelopes. This container must be able to be sealletked.

16.Voting Device: The entire unit is officially identified as the “tmog device.” The device is
made up of several parts such as a light, an a@rtensrd, the stylus and the ballot assembly.






IV - ELECTOR QUALIFICATIONS

A. Qualified Elector Defined: “Qualified elector” means any person who is eight€i3)
years of age, is a United States citizen and wisaésided in this state and in the county at least
thirty (30) days next preceding the election atalihie desires to vote, and who is registered as
required by law. (Sec. 34-104, Idaho Code)

B. Residence Defined(1) “Residence” for voting purposes, shall be thagypal or primary
home or place of abode of a person. Principal iongmy home or place of abode is that home or
place in which his habitation is fixed and to whecperson, whenever he is absent, has the
present intention of returning after a departuralzgence therefrom, regardless of the duration of
absence.

(2) In determining what is a principal or primantace of abode of a person the
following circumstances relating to such person to@yaken into account: business pursuits,
employment, income sources, residence for inconmh@r tax pursuits, residence of parents,
spouse, and children, if any, leaseholds, sityseofonal and real property, situs of residence for
which the exemption in section 63-602G, Idaho Casléled, and motor vehicle registration.

(3) A qualified elector who has left his home @jwhe into another state or territory or
county of this state for a temporary purpose ohbllsnot be considered to have lost his
residence.

4) A gualified elector shall not be consideredh&wve gained a residence in any
county or city of this state into which he comest@amporary purposes only, without the
intention of making it his home but with the intent of leaving it when he has accomplished the
purpose that brought him there.

(5) If a qualified elector moves to another statelo any of the other territories, with
the intention of making it his permanent home, tnale considered to have lost his residence in
this state. (Sec. 34-107, Idaho Code)

C. Idaho Constitutional Disqualifications (Article VI, Section 3):No person is permitted

to vote, serve as a juror, or hold any civil offigho has, at any place, been convicted of a felony,
and who has not been restored to the rights aferiship, or who, at the time of such election, is
confined in prison on conviction of a criminal affee.

11






V - PARTY AFFILIATION

As of July 1, 2011, Idaho Code now requires antetdo declare a party affiliation during
registration. Electors may designate an affiliathath one of the recognized political parties or
may designate themselves as an "unaffiliated” @&erno party preference). Idaho has four
recognized political parties. They are the Constity Democratic, Libertarian and Republican
parties.

Electors may designate their party affiliation witieir party or select no party affiliation (i.e.
unaffiliated) in any of these ways:

1. Fill out a new Voter Registration Card.

2. Fill out a Party Affiliation Declaration Form.

3. Declare a party at the polls at the 2012 Primagctbn.
4

. Any elector who does not select a party affiliatipnthe 2012 Primary Election will
automatically be designated as an "Unaffiliatedtevo

There are elections on non-partisan issues screkthulge held in conjunction with the Primary
Election, such as judicial elections and bond, Jéaxing districts, or state or local questiond. Al
registered voters are entitled to vote on non-panticandidates and issues during the Primary
Election. Party affiliation applies only to the Raary Election and has no effect on voting options
at the General Election or any other election.

13



34-404. Registration of electors(1) All electors must register before being abledate
at any primary, general, special, school or angrogtection governed by the provisions of title
34, Idaho Code. Registration of a qualified persocurs when a legible, accurate and complete
registration card is received in the office of tmeinty clerk or is received at the polls pursuant t
section 34-408A, ldaho Code.

(2) Each elector may select on the registratiod ea affiliation with a political party
gualified to participate in elections pursuantectson 34-501, Idaho Code, or may select to be
designated as "unaffiliated.” The county clerk kteadord the party affiliation or "unaffiliated"
designation so selected as part of the electagistration record. If an elector shall fail or reéu
to make such a selection, the county clerk sha#irean the registration records that such elector
is "unaffiliated."”

(3) In order to provide an elector with the appiaj@ primary election ballot, pursuant
to section 34-904A, Idaho Code, the poll book fam@ary elections shall include the party
affiliation or designation as "unaffiliated" for @aelector so registered. An "unaffiliated" elector
shall declare to the poll worker which primary é¢iea ballot the elector chooses to vote in,
pursuant to section 34-904A, Idaho Code, and thleymwker or other authorized election
personnel shall record such declaration in the lpmdk. The poll book shall contain checkoff
boxes to allow the poll worker or other authorizbection personnel to record such "unaffiliated”
elector's selection.

4) In order to provide electors who are alreagtyistered to vote, and who remain
registered electors, with an opportunity to seteparty affiliation or to select their status as
"unaffiliated,” the poll book for the 2012 primaglection shall include checkoff boxes by which
the poll worker or other appropriate election parss shall record such elector's choice of party
affiliation or choice to be designated as "unadfiid.” After the 2012 primary election, the county
clerk shall record the party affiliation or "undifited" designation so selected in the poll book as
part of such an elector's record within the voggjistration system as provided for in section 34-
437A, ldaho Code.

(5) After the 2012 primary election, electors whmain registered voters and who
did not vote in the 2012 primary election or whadaot selected party affiliation or who have
not selected to be designated as "unaffiliatechll §fe designated as "unaffiliated" and the county
clerk shall record that designation for each suebter within the voter registration system as
provided for in section 34-437A, Idaho Code.

14



VI - FREQUENTLY ASKED QUESTIONS

Why does an elector have to designate a party affition?

As of July 1, 2011, Idaho Code now requires antetdo declare a party affiliation. This
affiliation will determine the elector's eligib¥ito vote in a particular party's Primary
Election. It does not affect the elector's abilayote in any other election. Party
Affiliation is part of the individual's registratiodata and is public record.

What are the recognized political parties in Idaho?

The four (4) recognized political parties in Idadre the Constitution, Democratic,
Libertarian and Republican Parties. An elector midijiate with any one of these parties
or may choose to affiliate with no political pattye. an unaffiliated voter).

What does "Unaffiliated" mean?

"Unaffiliated" simply means the individual is nasaciating with any political party.

Why is an elector required to select a party ball&

As a result of a federal court decision in [dah@#ican Party v. Ysursa, the 2011
Legislature closed Idaho's Primary Elections sb éhdy electors affiliated with a party
may vote in that party's Primary Election. Howevbe, Legislature gave each party the
opportunity to open its Primary Election to elesttoom other political parties or those
who are designated as "unaffiliated."

Each November prior to the Primary Election, eadognized political party in Idaho

may notify the Secretary of State of their intenbpen their Primary Election. If one of
the recognized political parties opens their Printdection, the elector may then have the
option of selecting the ballot of a party othentllae one with which the elector is
affiliated. SeePrimary Election Ballot Optiongon page 41) for an elector's 2012 Primary
Ballot Options.

What if an elector refuses to affiliate with a pary?

If an elector refuses to make a party affiliati@hestion, the elector will automatically be
registered as an unaffiliated voter (i.e. a votghwo political party preference). This
may limit the elector's participation in the Prim&ilection to the non-partisan ballot only.
However, this will not affect the elector's abilttyvote in any other election.

15



Can an elector change his or her party affiliation?

An elector who has affiliated with one of the f@d) recognized parties may change his or
her political party affiliation to another party become an Unaffiliated voter at any time
exceptbetween the day after the close of candidatayfiiMarch 10, 2012) and the
Primary Election (May 15, 2012). However, if theabr is re-registering due to moving
or a name change, the elector may select any aitigtion without regard to the

elector's previous selection.

Electors with no affiliation or those who have tgred as an unaffiliated voter may
affiliate with one of the four (4) recognized pualél parties at any time including on
Election Day.

What if an elector is given the party ballot requeted by the elector, then the
elector changes his or her mind and asks for a défent ballot?

Once an elector has chosen a primary electionttadld the ballot choice is marked in the
poll book, that ballot is the one the elector istld to vote. The elector is not allowed to
return it and ask for a different party’s ballot.

It is imperative that electors be informed abouatik on the ballot — or more

importantly, what is not on the ballot — before #iector makes his or her choice. Sample
ballots for the parties and the non-partisan baltetto be posted and made available for
electors to look at prior to the time the electopears before the poll book clerk to make a
ballot choice.

If the elector makes a mistake in marking the battee elector may receive another ballot
by returning it to the issuing clerk. The eleatolt be given another of the same ballot
type, he or she cannot be given a ballot for seckfit party.

What if an elector's name does not appear on the RdBook?

16

First, determine if the elector is in the propegginct and polling place. When their
polling place has been established to be yoursyeféort must be made through the
County Clerk's Elections Office to substantiatasegtion credentials.

If a clerical error is found and resulted in an sson in the Poll Book, the qualified
elector thus affected shall be allowed to vote. vy record the elector’'s name and
address in the Poll Book with the notation “clerieaor — left off.” Then continue with
the normal issuing procedures. $&#l Book Paggon page 25), Line 12, columns A &
C.

If the elector is found not to be registered, tleet®r may register at the polls on Election
Day. They should be directed to the registratidahet@and Election Day Registration
procedures should be followed as outlined in trexctidn Day Registration Manual. The



elector should select a party affiliation or designthemselves as an unaffiliated voter. If
the elector does not select a party affiliatioeytvill automatically be designated as an
unaffiliated voter.

When the elector appears before the Poll Book Gigttik a registration card stamped
“residence verified,” the Poll Book Clerk enterg #lector's name and address along with
the notation “election day registration” in the F&bok on one of the blank Poll Book
pages provided at either the end of each alphaidivor at the back of the Poll Book.
Then continues with the normal issuing procedUy®%408A, I.C.) Se®oll Book Page

(on page 25), Line 13, columns A & C.

IMPORTANT: An elector registered with one of the four (4) gaazed political
parties may not change their party affiliation begw March 10th and May
15th, 2012. An elector designated as "unaffiliatedly change their party
affiliation at any time including on Election DaAny elector who does not
select a party affiliation by the 2012 Primary Hiec will automatically be
designated as "unaffiliated.” However, an electbovs re-registering due
to moving or a name change is treated as a newstragi and may select
any party affiliation regardless of the selectianaoprevious Registration
Card or Party Affiliation Form.

What if an elector’s address does not appear in theoll Book but shows
“Protected” instead?

An individual whose address is missing in the Balbk and has “Protected” under his or
her name has been designated as an individual whsgkence address is confidential.
SeePoll Book Page(on page 25), Line 7, column RO NOT enter any address in the
Poll Book for this elector. This elector must shamacceptable photo IQsee
"ldentification Required" on page 36) or sign tre¥d®nal Identification Affidavit then
sign the Poll Book prior to receiving the approteiballot(s). If there is any question
regarding this individual’s registration, contduoe tCounty Clerk’s Election Office
immediately.

IMPORTANT: Individuals with this notation have been accepied either the
Address Confidentiality Program for Victims of Vasice in accordance
with Title 19, Chapter 57, Idaho Code, the Addi@esfidentiality
Program for Law Enforcement Officers in accordawaé Title 19,
Chapter 58, Idaho Code or who have shown good metasine County
Clerk and County Prosecuting Attorney to requiiedri her residence
address to be deemed Confidential in accordande9x840C, Idaho Code.

17



What if an elector's ADDRESS is different than whatappears in the Poll
Book?

No person shall knowingly sign his name in the Balbk if his residence address is not
within that precinct at the time of signing.

If a clerical error is found and resulted in thedrrect listing of the elector's residence
address in the Poll Book, the qualified electorsthtfected shall be allowed to vote.
Manually correct the elector’s address in the Bolbk with the notation “corrected
address.” Then continue with the normal issuingedares. (34-1106, 1.C.) SPell
Book Page(on page 25), Line 6, columns A & C.

If the residence address is incorrect becausentheidual has moved, determine if the
elector is in the proper precinct and polling pldtd is determined that the elector is in
the incorrect polling place, direct them to thereot polling place. If it is determined that
their polling place is yours and they are qualifiediote, the elector may provide proof of
residence accompanied with a photo ID card andtemgat the polls on Election Day.
They should be directed to the registration table.

When the elector appears before the Poll Book Gigttik a registration card stamped
“residence verified,” the Poll Book Clerk enterg #lector's name and address along with
the notation “election day registration” in the F&bok on one of the blank Poll Book
pages provided at either the end of each alphaidivor at the back of the Poll Book.
Then continues with the normal issuing procedUy®%408A, I.C.) Se®oll Book Page

(on page 25), Line 13, columns A & C.

What if an elector's NAME is different than what appears in the Poll Book?

18

An individual whose name is different than whategms in the Poll Book, because it has

been changed by either marriage or by court ondéiraall other respects are qualified to
vote, may provide proof of residence accompanigt wiphoto ID card and register at the
polls on Election Day. They should be directedh® riegistration table. (34-408A, 1.C.)

When the elector appears before the Poll Book Gigttik a registration card stamped
“residence verified,” the Poll Book Clerk enterg #lector's name and address along with
the notation “election day registration” in the F&bok on one of the blank Poll Book
pages provided at either the end of each alphaidivor at the back of the Poll Book.
Then continues with the normal issuing procedUy®%408A, I.C.) Se®oll Book Page

(on page 25), Line 13, columns A & C. The Poll B&glkrk should also make the

notation "Name change see page # - Election DaysRatjon" next to the elector's
original registration entry. Sd&ll Book Page(on page 25), Line 5, columns A & C.



IMPORTANT: An elector who is re-registering due to moving orazne change
is treated as a new registrant and may select arty affiliation regardless
of the selection on a previous Registration CarBanty Affiliation Form.
Any elector who does not select a party affiliatipnthe 2012 Primary
Election will automatically be designated as "uitiatied."

What if an elector has moved within the county andhas failed to re-register?

With proof of residence accompanied with a photptH2 elector may register at the polls
on Election Day. They should be directed to thestegfion table. When the elector
appears before the Poll Book Clerk with a regigiratard stamped “residence verified,”
the Poll Book Clerk enters the elector’'s name aittess along with the notation
“election day registration” in the Poll Book on ooiethe blank Poll Book pages provided
at either the end of each alpha division or atothek of the Poll Book. Then continues
with the normal issuing procedures. (34-408A, 1.8e¢Poll Book Pagegon page 25),

Line 13, columns A & C.

IMPORTANT: An elector who is re-registering due to moving orazne change
is treated as a new registrant and may select arty affiliation regardless
of the selection on a previous Registration CarBanty Affiliation Form.
Any elector who does not select a party affiliatipnthe 2012 Primary
Election will automatically be designated as "uitiatied."

What if an elector has moved into the county and di not register prior to the
registration cutoff?

With proof of residence accompanied with a pictulbe, the elector may register at the
polls on Election Day. They should be directedn® riegistration table. When the elector
appears before the Poll Book Clerk with a regigiratard stamped “residence verified,”
the Poll Book Clerk enters the elector’'s name aiutess along with the notation
“election day registration” in the Poll Book on ooiethe blank Poll Book pages provided
at either the end of each alpha division or atohek of the Poll Book. Then continues

with the normal issuing procedures. (34-408A, 1.8egPoll Book Page(on page 25),
Line 13, columns A & C.

IMPORTANT: An elector who is re-registering due to moving oraane change
is treated as a new registrant and may select arty affiliation regardless
of the selection on a previous Registration CarBanty Affiliation Form.
Any elector who does not select a party affiliatynthe 2012 Primary
Election will automatically be designated as "uitiatied."
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Is a photo ID required at every election?

Yes, Idaho Code requires each elector to eithew slmoacceptable photo ID or sign a
Personal Identification Affidavit prior to voting any election. (34-1106, Idaho Code)

What if an individual does not have one of the acp¢able forms of
identification?

An elector must either show aceptable photo Igsee "ldentification Required" on
page 36) or sign the Personal Identification Affidarior to voting. If an individual does
not have one of the acceptable photo ID, the iddi&i must complete and sign the
Personal Identification Affidavit prior to beingsised the appropriate ballot(s). No elector
Is to be turned away or not allowed to vote for ma@ting one of the acceptable forms of
identification as long as the elector signs thes®eal Identification Affidavit. Every
elector that appears to vote should be allowedte unless they do not meet the legal
qualifications. If the elector signs the Persodaintification Affidavit in lieu of showing
acceptable photo identification, the Poll Book Eletll make the notation “Affidavit” in
the remarks column to the right of the electogmature. (34-1113, I.C.) Sé&®ll Book
Page(on page 25), Line 11, column C.

What if an individual asks if another elector has wted?

No judge or clerk shall communicate to anyone,udirig spouses, watchers and
challengers, any information as to the name or rarmoh the Poll Book of any elector
who has not applied for a ballot, or who has naegat the polling place. (34-1110, I.C.)

Who can challenge an entry in the Election Recordrad Poll Book?

Besides the Election Board and the persons autitbhy the County Clerk to serve as
challengers, any registered elector may challehgentry of an elector’'s name as it
appears in the Poll Book. Such a challenge wilhbtd in the remarks column following
the elector’'s name stating the reason, such ad,”dimoved,” or “incorrect address.” The
individual (i.e. designated challenger, electoEtaction Clerk) making the challenge
shall sign his name following the entry. (34-43C.) SeePoll Book Page(on page 25),
Line 2, column C.

When is the Oath of Challenged Person (E-7) tended@
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If an elector’'s name as it appears in the Poll Bloak been challenged with a challenged
notation and the elector appears to vote, oneeEtaction Clerks must declare the
gualifications of an elector to such person. If pleeson declares himself duly qualified
and the challenge is not withdrawn, the ElectioarkCkhall tender him the Oath of a
Challenged Person (E-MNo challenged elector shall have the right to votentil he has
subscribed to the Oath of a Challenged Persof(34-1111, I.C.) Setualified elector”
definition (on page 11).



Does the challenged elector need to sign the Pobhdék after having subscribed
to the Oath of a Challenged Person?

Yes, the elector must sign the Poll Book in then&igre of Voter Column to the right of
their name. The Poll Book Clerk enters the worddsw following such elector’'s name
and signature in the Remarks Column of the PollkB¢®&4-1106(2), I.C.) Seoll Book
Page(on page 25), Line 2, column C.

What are the roles of the designated poll watchemsnd challengers?

Watchers and challengers are people authorizededb@ounty Clerk to be present at the
polls on Election Day. These authorized individusdlall wear a visible name tag which
includes their respective title.

Individuals authorized to serve as watchers maghvtte conduct of the election at the
polls and the counting of votes. While watching tbenting of the votes, they are not
allowed to absent themselves except for brief geatil the polls are closed so that
results are not released prior to the close optiks throughout the state. Individuals
authorized to serve as challengers may challeregost’ registration as they offer to
vote. (34-304, 1.C.) Challengers are not appoindechallenge the voting process or the
activity at the polling place. They are only thevechallenge electors' registrations.

Watchers and challengers are not to interfere thighelectors or the voting process. If you
feel that a watcher or challenger is interferingfwthe duties of the Election Board or the
voting process, contact your County Clerk’s Eleti@ffice or courteously point out what
their role as a watcher or challenger is.

NOTE: Challengers are only allowed during partisan eestsince challengers
are appointed by party officials.

What if an elector makes a mistake when he is votgnand requests a new
ballot?

The elector returns the spoiled ballot(s) to tiselilsg Clerk. No person shall take or
remove any ballot from the polling place.

The returned ballot(s) shall be marked on the Bspkiled ballot — another issued” and
deposited in the Spoiled Ballot Envelope or Corgaitssue a new ballot and record the
new sequence number in the proper column aftegldedor's name. Make the notation in
the remarks column “spoiled ballot — another issu@dly the ballot that was spoiled
needs to be reissued. If there is more than oretpdb not spoil and issue all new
ballots. Instruct the elector to finish the votmgcess in the usual manner. (34-1109,
I.C.) SeePoll Book Pagegon page 25), Line 10, column C & the sequencelénen.
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What if an elector, because of physical disabilitygannot enter the polling
place?

Such elector may be issued the appropriate bgllotfside the polling place by one of the
Election Clerks. The elector will have someoneiinfdhe Election Clerks that they are
there to vote curbside. An Election Clerk will tatke elector the Poll Book or Poll Book
page with the individuals' name on it along witk Hppropriate ballot(s) and secrecy
sleeve, if required. The elector will sign the F&dlok and shovacceptable photo IQsee
"ldentification Required" on page 36) or sign trergenal Identification Affidavit.

Then in the presence of the Election Clerk but $eeret manner, the elector will mark
and return the ballot(s) to the Election Clerk. Hiection Clerk will then return the voted
ballot(s) to the Receiving Clerk where the ballptfdl be recorded as being voted and
deposited into the voted ballot box. Whenever agtel receives assistance in this
manner, a Clerk shall make a notation of “assigamcthe Poll Book following the name
of the elector. SeRoll Book Page(on page 25), Line 10, column C.

What if an elector is unable to record his vote pesonally?

Any elector who, because of blindness, physicaligy or other disability is unable to
mark the ballot(s) may vote independently by usiregAutoMark or may receive
assistance from one of the Election Clerks or hyiadividual of their choosing.

If the elector chooses to vote independently bpgiihe AutoMark, the AutoMark should
be demonstrated. This unit marks an oval ball@rdfte elector has made his selections
on the touch screen, Braille keypad, or with a juid sip device. The AutoMark also has
an audio ballot available for use by those whovaseally impaired.

If the elector chooses to receive assistance frolection Clerk or an individual of their
choosing, such individual shall ascertain the wasbiethe elector and mark the ballot
accordingly. The individual giving assistance slhiadireafter give no information
regarding such marking. Whenever an elector reseagsistance in this manner, the Poll
Book Clerk shall make the notation of “assistanoethe Poll Book following the name of
the elector. (34-1108(2), I.C.) SPell Book Page(on page 25), Line 10, column C.

IMPORTANT: The choice of voting with or without assistancalkhe left to the
elector.

Can we post or display the list of write-in candidées, if there are any?

No, the list of Write-In candidates is not to bestgal or displayed within the polling place.
Doing so may be construed as Electioneering, wisigiohibited by Idaho Law.
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What if an elector asks if there is a write-in candlate for a specific office?

If an elector asks if there is a write-in candidatea specific office or race, you may give
the elector the name of the write-in candidate thetelector is requesting. However, this
does not mean that you can give the elector a ampsét of write-in candidates. You
may only give the information for a specific racgensite-in candidate.

What if there is a vacancy on the Election Board?

In the absence of a Chief Judge, the County Cldfldesignate a new Chief Judge.

In the absence of an Election Clerk, the Chief éugltpuld designate a qualified
replacement. If Election Clerks were assigned baseitheir political party, the
replacement should be of the same political party.

Any person thus designated to fill a vacancy maist tand subscribe to the Oath of Office
for Members of the Election Board on the front aoekthe Poll Book.

What if the Official Election Stamp is lost?

The Issuing Clerk shall initial each ballot andtefistamped” upon the ballot in the
appropriate place. (34-901, I.C.)

Can political signs be posted on or around the potig place?

No person shall do any electioneering or circupettions on Election Day within any
polling place, or any building in which an electigrbeing held, or within one hundred
(100) feet thereof. For specific prohibited actest refer to the Election Laws book under
Title 18, Chapter 23. (18-2318, I.C.)

What do we do if there is a disturbance within thevsoting area?

The Election Clerks may appoint some capable peisant as an Election Constable. He
shall allow no one within the voting area, excéyise who go to vote and shall allow but
one (1) elector in a compartment at one (1) timlessthe elector has requested
assistance. The Constable is to see that theaiastconducted in an orderly manner.
Notify the County Clerk’s Election Office of anystiurbances within the polling place.
(34-1105, I.C.)

Once the ballot is in the ballot box, can it be remved?

No, once a ballot is placed in the ballot boxsitonsidered voted and cannot be retrieved.
The ballot box shall only be opened at the endhefiElection Day, unless duplicate boxes
are being used for counting purposes.
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What if an AutoMark becomes defective?

24

If a unit does not operate properly at the pollscion Clerks are to follow the
troubleshooting checklist provided by the vendadt dacument the troubleshooting
procedure. Documentation is essential to corredéwtify and explain problems. Call the
County Clerk’s Election Office if the unit does ragierate properly after following the
checklist and documentation of issues. The unitkhbe turned off but left in place until
a county worker or vendor representative, wearnegiification as an Election Clerk, can
repair or replace the unit.
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VIl - CONDUCT OF ELECTION AND PROCEDURAL
CHECKLIST

THE DAY BEFORE ELECTION DAY

1.

The election supplies will either be deliveredtte polling place by the County Clerk or a
designee or will have been picked up by the Chidfyé of the precinct on or before the
opening of the polls for the election. The offidmalllots, the official stamp and ink pad will be
delivered in sealed packages. (34-910, I.C.)

Immediately upon receipt of the ballots and suplibe Chief Judge and County Clerk or
designee will sign the Receipt for Supplies (E8)duch supplies. The Chief Judge and
County Clerk or designee will each keep a copyefdigned receipt. (34-910, I.C.)

ON ELECTION DAY BEFORE THE POLLS OPEN

ARRIVING AT THE POLLS & CHECKING SUPPLIES

1.

For an 8:00 a.m. opening, report to the pollingelao later than 7:30 a.m., unless specified
otherwise by the County Clerk.

Carefully check the election supplies. Seeliteof precinct suppliegsee "IX - Election
Records and Supplies” on page 85). Contact the @@ dilark’s Election Office immediately
if a shortage exists or if there is a question réigg the contents.

IMPORTANT: Do NOT open the sealed packages containing the Official
Ballots, Official Election Stamp and ink pad unkie first elector arrives to
vote. These are to be opened in front of bystanders

POSTING PLACARDS AND SETTING UP THE POLLS

1.

Post the VOTE HERE SIGN (E-5) in a visible locatsarch as a window or on the exterior of
the polling place building. Use a marker to enter ¢ounty, precinct and time on the sign for
your polling place.

Post Sample Ballot(s), Mail-in Registrants (E-100l & oter’s Rights (EP-11) placards in the
polling place and the Punch Card Ballot Voting flastions Placard (E-3PC) in each voting
booth.
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Post the Election Day Registration placard (EDRy# the Register to Vote Here placard
(EDR-5) on or close to the registration table.

Post the Party Affiliation Information placard (B)and the Primary Election Ballot Options
placard (E-41) in the polling place where votery e them before they reach the Poll Book
Clerk.

Arrange the polling place with the ballot box(ds)pths and AutoMark in view of the
Election Clerks present.

a. Set up the AutoMark in a location within the paljiplace where a wheelchair has clear
access to the booth but the screen is shieldedremby other voters. Also, be sure to
have a chair on hand for use by electors neediegnmle using the device.

Place voting devices on the legs provided in tlees@nd be sure that each booth has light.
Also, check that the electrical cords are not aléio voters.

Check the ballot pages in each voting device ag#iesinformation supplied by the County
Clerk. They must list the candidates and issug¢isarsame order and ballot position number
as the list provided by the County Clerk.

Insert a yellow demonstration ballot card in eaching device and punch all possible voting
positions. Check that all the correct numbers HBen punched in the ballot card.

a. If there is any discrepancy in the punched numtmenstact the County Clerk’s Election
Office immediately.
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ASSIGNMENT OF DUTIES

1.

It is suggested that specific duties be assignéamihe following framework:

a. One (1) Clerk to be the Greeter.

1) This individual should greet electors as they appeéhe polling place, give electors a
demonstration on how to vote the ballot(s) or iieeAutoMark, direct electors to
either the registration table or the Poll Book Kldepending upon whether they are
registered or not, remind electors that they nedthve their photo identification
ready to show to the Poll Book Clerk, hand outRleesonal Identification Affidavit to
voters who do not have their photo ID and answestions.

b. One (1) Clerk to be the Registration Clerk.
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1) This individual registers electors prior to appegtbefore the Poll Book Clerk. They
determine the elector's correct precinct and ppltitace, determines the elector's
registration eligibility, instructs the elector oarrectly completing the Election Day
Registration Card, verifies that the card is conglesviews the elector's photo
identification and proof of residency then stantps¢ompleted card with the
"Residence Verified" and directs the elector toRlodl Book Clerk.

. One (1) Clerk to be the Poll Book Clerk. Where rodl Book (E-2A & E-2B) is divided

into alphabetical divisions, a Clerk should be gssd to each division. This means that
you may have more than one Election Clerk assigméiis duty.

1) This individual locates the elector's name in tb# Book or if the elector is
registering, adds the elector to the Poll Bookifiesrthe electors photo identification
or has the elector sign the Personal Identificafiiidavit, determines the ballot(s)
the elector is to receive, records that the elastaooting, has the elector sign the Poll
Book and directs the voter to the Issuing Clerk.

. One (1) Clerk to be the Issuing Clerk.

1) This individual issues the elector the correctdiédl) by stamping the ballot(s) with
the Official Ballot Stamp, gives the elector instians on properly voting the ballot
and how to prepare the ballot(s) for return toReeeiving Clerk then directs the
elector to an open voting booth or AutoMark.

. One (1) Clerk to be the Receiving Clerk.

1) This individual is responsible for either the aduhitl copy of the Poll Book or the
List of Registered Voters, instructing voters onvtto deposit the voted ballot(s) or
depositing the voted ballot(s) in the ballot bo}(@sarking that the elector has voted
in either the additional copy of the Poll Book driat of Registered Voters and
announcing the electors name and that the indiVidasvoted for all to hear.

One (1) Clerk to explain and answer questions amthe Closed Primary works with
Party Affiliation and the lack of a PresidentiatRarence Primary.

1) Itis suggested that individuals rotate to thisifp@s throughout the day. However, the
individual in this position must fully understarttetClosed Primary, Party
Registration and the parties conducting Caucughfar Presidential candidate for
placement on the General Election Ballot.

NOTE: The above duties may be combined or altered tespand with the
personnel available and the needs of the polliagepl These descriptions
are only a brief description and may not encompiiss the
responsibilities. The County Clerk's Elections Stady give you more
specific job assignments, which should be followed.



COMPLETING THE POLL BOOK COVER
1. Completing thePoll Book cover(on page 71) (E-2A) before the polls open:

a.

If not already completed, enter the Election NaRlection Date, County Name,
Legislative District Number and Precinct Name omMNber at the top of the Poll Book (E-
2A). If the Poll Book is divided into sections, enthe alpha sections in the Index Box on
each book. (Example: A-J)

Each Election Clerk must read the Oath under thbOaf Office for Members of Election
Board and sign beneath #1 on the Poll Book Cov&tAE

The Chief Judge will complete the date and sigrebtnthe Election Clerks on the Poll
Book Cover (E-2A).

If the Chief Judge is not present, another indigidunay be designated to give the rest of
the Election Board the Oath of Office by first cdetmg the oath beneath the “If No
Person Authorized to Administer Oaths is Presentth@ Poll Book Cover (E-2A) prior to
administering the oaths of office for the othercaten personnel.

NOTE: Before entering upon the discharge of their duaf the Clerks of
Election must take and subscribe to an oath ottleBook Cover (E-
2A). (34-111(4), I.C.)

COMPLETING THE BALLOT ACCOUNTING PAGE

1. Completing the Ballot Accounting Page before thisspapen:

a.

If not already completed, enter the Election Date Brecinct Name or Number at the top
of the Ballot Accounting page (E-2B).

Complete the Ballot Description (Name or Distrid@ription), if not already completed.

1) Write Non in the first column to the right of Ballot Desdiign for the pre-punched
Non-Partisan Ballot card.

2) Write Demin the second column to the right of Ballot Destap for the pre-punched
Democratic Party Ballot card.

3) Write Repin the third column to the right of Ballot Descit for the pre-punched
Republican Party Ballot card.

4) Write Oval - Non in the fourth column to the right of Ballot Desdign for the Oval
Non-Partisan Ballot.

5) Write Oval - Demin the fifth column to the right of Ballot Descriph for the Oval
Democratic Party Ballot.
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6) Write Oval - Rep in the sixth column to the right of Ballot Descrgt for the Oval
Republican Party Ballot.

NOTE: If you have additional ballot types or styles, adéitional columns as
necessary based on the number of individual bilfs or styles you
have. You should have one column for each ballm tyr styles. Be sure to
enter a description for each ballot type or sty¥emu must account for all
ballots that have been supplied to your pollingela

Ballot Accounting Page Example

BALLOT ACCOUNTING for the Election held on ! 0
County Precinct Lp Total Number of Election Day Registration Cards ___ /gl
Ballot Transfer Box Seal No. ﬁ 7 3'”23 Total Number of Signed Personal Identification Affidavits ﬂ

Ballot Description (Name or District Description) Non 'b ¢ ]g 0[ Vl o IOVGJ\ %Vd

1 YATIN/, CUTRARA AN Scebiue B oMo . 4o _d

OPENING THE OFFICIAL BALLOTS, STAMP AND INK PAD

1. In the presence of bystanders, the Chief Judgdsandhg Clerk will break the sealed
packages containing the Official Ballots, the Q#iElection Stamp and ink pad. (34-1103,
I.C.)

NOTE: The other election supplies should be opened agwbped prior to
electors arriving at the polls.

2. Verify the Types of Ballots
a. You should have the following pre-punched ballotlsa
1) Non-Partisan Offices, including ballot questioriare-Punched
2) Partisan Offices for the Democratic Party - Pre-dhal
3) Partisan Offices for the Republican Party - Predhed

NOTE: These pads of punch cards should be color codeerdiy the use of
colored cards or have been colored with a markeedsy sorting at the
end of the night.

IMPORTANT: If you are using cards that are not pre-punchesy; ghould still
be color coded for ease of separation and ballmiwading at the end of the
night.

b. You should have the following pads of Oval Ballots:
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1) Non-Partisan Offices, may include ballot questions

2) Partisan Offices for the Democratic Party

3) Partisan Offices for the Republican Party

4) May have additional ballot types for other balloegtions or elections.
3. Check the Official Ballots.

a. Ensure that the precinct name or number appeagacmballot and ballot stub in each pad
of ballots.

b. Verify that the ballot numbers are sequential frmme ballot pad to another for each ballot
type. Be sure to use ballots in numerical order.

IMPORTANT: If there is an error in the ballot numbering orginet name or
number, immediately contact the County Clerk’s EtetOffice.

4. Recording the number of Ballots on tBallot Accounting paggon page 73):

a. Record the number of Non-Partisan Pre-Punched Ba#ods received on Line 2a in the
first column under the headimgpn.

b. Record the number of Democratic Party Pre-PuncledidtBCards received on Line 2a in
the second column under the headbegn.

c. Record the number of Republican Party Pre-PuncladidtBCards received on Line 2a in
the third column under the headiRgp.

d. Record the number of Oval Non-Partisan Ballotsikeokeon Line 2a in the fourth column
under the headin@val - Non.

e. Record the number of Oval Democratic Party Baltet®ived on Line 2a in the fifth
column under the headir@val - Dem.

f. Record the number of Oval Republican Party Balletgived on Line 2a in the sixth
column under the headir@val - Rep.

g. If additional ballot types or styles were delivetedhe polling place, record the number
for each ballot type or style received on Line Réhie appropriate column under the
correct heading.

Ballot Accounting Page Example

Ballot Description (Name or ‘[‘)istrict ‘Desc‘:ription) Non 'b ] 0! VJ oA IOVM %VM

2, OFFICIAL BALLOT ACCOUNTING
a. Number of Ballots received with supplies { "] am) _éOO &5 /00 Y o5 oS
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OPENING THE POLLS

1. At 8:00 a.m. the polls open unless the County Ctgrdns all of the polling places in the
County at 7:00 a.m.

2. The Chief Judge shall make a public proclamatiothefsame. (34-1101, I.C.)

Voting is from 8:00 A.M. to 8:00 P.M.
Unless Otherwise Specified by the County Clerk

SEALING THE BALLOT BOX(ES)

1. Verify the empty Ballot Box(es):
a. When the first elector of the day arrives to vote,

1) Open the ballot box(es) and show that they are ytoghe elector along with any
bystanders.

2) Close and lock or seal the ballot box(es).
a) If using a seal(s), enter the seal(s) number(sherSeal Tracking Sheet (E-21).

b) If using a lock, the keys are to be delivered ®@hief Judge who will keep them in
his or her possession at all times.

3) The ballot box(es) are not to be removed from thiény place until all ballots are
counted and ready to be transported to the Couletk’€ Election Office.

WATCHERS & CHALLENGERS

1. Individuals authorized by the County Clerk as watshand/or challengers are to be permitted
to be present at the polls.

a. The elections office will furnish each precincthvé list of authorized watchers and/or
challengers, if applicable.

1) Challengers are appointed by the Political Parfiegrefore, challengers analy
allowed at partisan elections.

b. No person will be allowed at the polls serving agaéicher or challenger unless their name
appears on the list supplied by the County Cle&84-304, I.C.)

c. Such individuals should be positioned so that trenal voting process will not be
disrupted but can still watch the activity and hiber Receiving Clerk's announcements.

d. Such individuals are to wear a visible name tag wieir respective title printed on it.
These name tags are supplied by the County Cl&tkdion Office.
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e. If the individual interferes with the duties of tRéection Board, contact your County
Clerk’s Election Office or courteously point out aththeir role as a watcher or challenger
is. For a description of their role, see the questiregardingVatchers and Challengers
(on page 21) under Frequently Asked Questions.

IDENTIFYING THE ELECTOR AND ISSUING THE BALLOT(S)

CAUTION:

A. Do not issue an Official Punch Card Ballot or OBallot to any elector until there is either a
voting booth or AutoMark available for immediatesus

B. When issuing Punch Card Ballot Cards or Oval BgJloaution each and every voter not to
tear, crumple, or fold the ballot as it will prokilt from being used in either the punch card
voting device or the AutoMark. This cannot be stessenough.

ELECTOR APPEARS BEFORE THE POLL BOOK CLERK

1. The elector appears before the Poll Book Clerk.

a. Each elector must state his or her name and resdamadress to the Poll Book Clerk along
with either showing aacceptable photo IQsee "Identification Required" on page 36) or
signing a Personal Identification Affidavit. (34404, 34-1113 and 34-1114, I.C.)

b. SeeSuggested Language for Poll Book Clefkn page 81).

NOTE: An elector may be registered with a Protected Asklr# this is the case,
"Protected” will appear beneath the elector's namntiee Poll BookDO
NOT enter an address in the Poll Book for this eleGee"Protected"
Address(see "'Protected™ on page 39) under Notationthdfe is a
guestion regarding this reference, refer to thejkeatly Asked Question,
"What if an elector’s address does not appear iretRoll Book but shows
“Protected” instead?"(on page 17) for an explanation.

DETERMINING THE ELECTOR'S REGISTRATION STATUS

1. The Poll Book Clerk either locates the electormean the Poll Book and requests the
elector to state his or her residence addvesglds the elector's name to the Poll Book,
depending upon the elector's registration status.

a. The elector is properly registered and appeansarPbll Book. Se&lector is properly
Registeredon page 36).

b. The elector has a new Registration Card. An eleotgst complete a new Registration
Card if either their residence address or namehasged. Sedew Registration Card
(on page 36).
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ELECTOR IS PROPERLY REGISTERED

1. The elector’'s name appears in the Poll Book.

a. The Poll Book Clerk requests the elector to steg@hher residence address and verifies

that the address printed in the Poll Book for tleeter is the same as the one given by the
elector.

1) If the address matches what the elector gives ilgrilae elector must show one of
the acceptable forms of ID or sign the Personaltiieation Affidavit. See
Identification Required(on page 36).

b. If the address does not match, determine the azfube difference. Refer to the questions
in theFrequently Asked Questions sectigeee "VI - Frequently Asked Questions" on
page 15) for assistance with determining the pralded finding the solution.

NEW REGISTRATION CARD

1. The elector has completed a registration cardeapdtls.

a. The Poll Book Clerk checks the registration canmdclamplete information and the
"Residence Verified" stamp.

NOTE: Be sure the elector has signed the card and cosclpddit of the required
fields.

b. The Poll Book Clerk enters the individual’s name address along with the notation
“election day registration” in the Remarks columrthe Poll Book on one of the blank

Poll Book pages provided at either the end of edgha division or at the back of the Poll
Book. SedPoll Book Pageg(on page 25).

c. Give the completed registration card to the Reogi@lerk for entry into either the second
Poll Book or List of Registered Voters then pldoe tompleted registration card in the
Election Day Registration and Personal Identifmathffidavit Envelope (EDR-3).

NOTE: Election Day Registrationmust beadded to either the second Poll Book
or the List of Registered Voters that the Receividgrk is in charge of.

IDENTIFICATION REQUIRED

1. Every elector must either show one of the acceptBhbto ID’s or sign the Personal
Identification Affidavit. (34-1113 and 34-1114, laCode)

a. Acceptable forms of ID are:
1) An Idaho driver’s license or identification card
2) A U.S. passport or Federal photo identificatiordcar
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3) A tribal photo identification card

4) A current student photo ID, issued by an Idaho Isi¢fool or post secondary
educational institution

b. If an elector does not have one of the above fahasceptable ID, they should be given
the Personal Identification Affidavit to sign irli of showing photo ID.

NOTE: An elector should not be denied their right to Vaéeause they do not
have one of the acceptable forms of identificatiimey should be given
the Personal Identification Affidavit to completeless there is the notation
"Registered by Mail - ID Required" in the poll boo&xt to their name. If
the elector has the notation "Registered by MHil Required,"” the elector
is not allowed to sign the Personal Identificatidfidavit and must show
identification, as required by Federal Law.

2. An ID listed above is acceptable if the photo magcthe individual and the name on the ID
matches the name listed in the Poll Book.

NOTE: Common abbreviations and nicknames are acceptdbigever, a name
change requires the voter to re-register.

3. The elector:

a. Has an acceptable IDand the photo matches the individual and the namtée ID
matches the name in the Poll Book, proceed to Moist

b. Does not have an acceptable IRhe elector may fill out and sign the Personal
Identification Affidavit. The elector must sign tRersonal Identification Affidavit in
order to vote. Once the affidavit is filled outthahe elector and the Poll Book Clerk must
sign the affidavit. Then proceed to Notations.

NOTE: The individuals’ address on their photo ID is nequired to match the
address in the Poll Book. The address in the RmtkBshould match the
address given verbally by the elector. If the adslie different due to the
elector moving, the elector must re-register. Oitke elector to the
registration table.

NOTATIONS

You must check for any notations in the Remarks Column arehth the elector's name.

1. Here is a list of notations that may be found m Bemarks Column or beneath the elector's
name.

a. Challenge
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b. Registered by Mail - ID Required
c. "Protected" Address

1) This will not appear in the Remarks Column but wapbpear directly beneath the
elector's name.

2. If there is no notation, proceedRarty Affiliation (on page 39).
CHALLENGE NOTATION

1. A Challengemade in the Remarks Column:
a. Requires:
1) One of the Election Clerks to declare the qualifares of an elector to the individual.

2) If the individual declares himself duly qualifieddthe challenge is not withdrawn,

the Election Clerk shall tender him and have higmshe Oath of a Challenged Person
(E-7).

b. Upon receipt of the signed Oath,

1) Write “Sworn” in the Remarks Column to the righttbé elector's name. See tell
Book Page(on page 25), Line 2, column C.

2) Proceed tdParty Affiliation (on page 39).
REGISTERED BY MAIL ID REQUIRED

1. An entry of“Registered by Mail - ID Required”:

a. Indicates that the elector submitted a registratemal by mail prior to the registration
cutoff period and the ID provided was not able ¢ovbrified.

b. Requires that the elector present identificatiaordo issuing the ballot(s). Approved
ID’s:

1) A current and valid Idaho Driver’s License or statued Identification Carayr

a) This identification must list the individual's cant residence address and be valid
(i.e. not expired).

2) A copy of a current utility bill, bank statemengwgrnment check, paycheck or other
government document that shows the name and regdeltress of the elector along
with a picture ID.

NOTE: Federal Law does not allow the individual to siiga Personal

Identification Affidavit. These electors are recpadrto show identification
prior to voting.

c. Upon one of the above identifications being prodide
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1) Write “Verified” in the Remarks Column to the rigbit the elector's name.
2) Proceed tdParty Affiliation (on page 39).

"PROTECTED"

1. An entry of“Protected” beneath the elector's Name:

a. Indicates that the elector’s residence addressigidential and iot public record.

b. The elector must either show aoceptable photo IHsee "Identification Required” on
page 36) or sign the Personal Identification Afliddefore signing next to his or her
name and is issued a ballot. SeeRb# Book Pageglon page 25), Line 7, Column A.

c. Proceed tdrarty Affiliation (on page 39).

NOTE: Do NOT enter any address in the Poll Book for this eledforou have
any questions regarding a "Protected" status eitffer to the question
"What if an elector’s address does not appear iretRoll Book but shows
“Protected” instead?"(on page 17) under Frequently Asked Questions or
contact the County Clerk's Elections Office.

PARTY AFFILIATION

IMPORTANT: Every elector must either affiliate with one o tfour recognized
political parties or designate themselves as "uli@#d" (i.e. no party
preference) to participate in the Primary Election.

. Party column options:

a. C - Constitution Party
b. D - Democratic Party
c. L - Libertarian Party
d. R - Republican Party
e. U - Unaffiliated voter
. Already Registered

a. If the elector selected a party affiliation priorthe printing of the Poll Book, the selection
will appear in the Party Column of the Poll Book.

1) If no party affiliation is selected, inform the eler that they must either select one of
the political parties to affiliate with or desigeahemselves as "unaffiliated” (i.e. no
party preference). S&auggested Language for the Poll Book Cleidee "Suggested
Language for Poll Book Clerk" on page 81).
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a) Mark the party affiliation selection in the PartglGmn of the Poll Book and
continue taBallot Identification (see "Ballot Identification and Entry" on page
41).

2) If a party affiliation is selected, have the eleaterify that the affiliation printed in the
Poll Book is correct.

a) If the elector indicates that it is correct, congrtoBallot Identification (see
"Ballot Identification and Entry" on page 41).

b) If the elector disagrees with the affiliation, cacitthe County Clerk's Elections
Office to verify if the entry was a clerical error.

1) If the affiliation printed in the Poll Book was &edcal error, mark the
correct affiliation and make the notation of "Ctai Error - Affiliation” in
the Remarks Column then continueB@llot Identification (see "Ballot
Identification and Entry" on page 41).

i) If the affiliation printed in the Poll Book is cartt, continue td@allot
Identification (see "Ballot Identification and Entry" on page 41)

IMPORTANT: An elector who has affiliated with one of the 4aguized
political parties (i.e. Constitution, Democratigbé&rtarian or Republican)
may not change their party affiliation on Electiday unless they are re-
registering due to moving or a name change. Ant@le¢ho has selected
"unaffiliated" may affiliate at any time includiran Election Day.

3. New Registration Card

a. Based on the selection on the completed registratod, mark the elector's party
affiliation selection in the Party Column of thellF@ook to the right of the newly entered
elector's name and residence address.

b. Proceed t@Ballot Identification (see "Ballot Identification and Entry" on page 41)
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BALLOT IDENTIFICATION

PRIMARY ELECTION BALLOT OPTIONS

IMPORTANT: The Democratic Party is allowing electors who seléc
"unaffiliated" and electors affiliated with all a@hpolitical parties to
participate in their Primary Election in 2012. Hoxee, the Republican
Party's Primary Election will be open to only thed#iated with the
Republican Party.

1. Ballot Selection Options:The elector's ballot options are based on the pifitiation they
selected and are outlined below. If there is amstjan as to the elector's options, contact the
County Clerk's Elections Office for assistance.

a. Democratic Party, Constitution Party, Libertarian Party or"unaffiliated" electors
may select to votene of the following two options:

1) Democratic Party Ballot with a Non-Partisan Ballot
2) Only the Non-Partisan Ballot
b. Republican Party electors may select to vadee of the following three options:
1) Republican Party Ballot with a Non-Partisan Ballot
2) Democratic Party Ballot with a Non-Partisan Ballot
3) Only the Non-Partisan Ballot

BALLOT IDENTIFICATION AND ENTRY

1. Based on the Primary Election Ballot Options abogquest that the elector identify the
ballot option they wish to vote. S&eiggested Language for Poll Book Clefkn page 81).

2. Mark the elector's ballot selection in the Ballgpp& Column in the Poll Book to the right of
the elector's name and residence address.

a. The Ballot Options are:
1) D - Democratic Party Ballot
2) R - Republican Party Ballot
3) N - Non-Partisan Ballot
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IMPORTANT: If the Non-Partisan Judicial candidates or questim not appear
on the partisan ballots (i.e. Democratic or RemanliParty ballots), you
need to also issue the elector the Non-PartisaotBHlthis is the case, be
sure to mark both the partisan checkbox and notisparcheckbox on the
poll book for the voter. This will assist at thedesf the night when you are
completing theBallot Accounting Paggon page 73).

3. Notify the Issuing Clerk of the Elector's selection
a. If the Issuing Clerk is sitting next to the Polld@oClerk, the Poll Book clerk will:
1) Tell the Issuing Clerk which party ballot the etecdhas selected.

2) Request the ballot stub number(s) or sequence n@splber the appropriate ballot(s)
the elector may vote from the Issuing Clerk.

3) Enter the number(s) in the Seq No Column to thiet od the elector's name.
4) Proceed to Completing the Sign-In.
b. If the Issuing Clerk is not sitting next to the F®bok Clerk, the Poll Book Clerk will:

1) Enter the sequence number(s) for the appropridiet(sd the elector may vote from
their sequence card(s) in the Seq No Column toigiw of the elector's name.

2) Give the elector a card identifying the ballot{® elector selected, especially
specifying the party ballot.

3) Proceed to Completing the Sign-In.
COMPLETING SIGN-IN

1. The elector must then sign his or her name in tgpadure of Voter Column following his or
her name before receiving the ballot(s). (34-1105)

NOTE: Every elector must sign the Poll Boolbefore a ballot is issued and
handed to the elector.

2. If the elector signed the Personal Identificatidfiddavit, the Poll Book Clerk makes the

notation “affidavit” in the Remarks Column to thght of the elector's name in the Poll Book.
SeePoll Book Pageg(on page 25), Line 11, column C.

42



ISSUING A BALLOT

When a voting booth or AutoMark is available, tesuing Clerk will issue the appropriate
ballot(s) based on the information received froe Boll Book Clerk or the card identifying the
elector's party selection. The Issuing Clerk wilMlegthe elector the appropriate party ballot, if
selected, and all other ballots.

IMPORTANT: If the Non-Partisan Judicial candidates or questimnot appear
on the partisan ballots (i.e. Democratic or RemauliParty ballots), you
need to also issue the elector the Non-PartisaotBHlthis is the case, be
sure to mark both the partisan checkbox and notisparcheckbox on the
poll book for the voter. This will assist at thedesf the night when you are
completing theBallot Accounting Paggon page 73).

ISSUE A BALLOT

1. The Issuing Clerk will:
a. Punch Card Ballot:

1) Stamp a Punch Card Ballot Card with the Officiaddfion Stamp on the back of the
punch card.

a) If the precinct number is not printed on the botiwminthe card, stamp or write-in
the precinct number on the front of the punch cardhe bottom.

NOTE: If the elector is eligible to vote any of the adulial ballot styles or types
that were delivered to the polls, stamp all oflaélots that the elector is
eligible to vote with the Official Election Stampigr to issuing the ballots.

2) Hand the Official Punch Card Ballot to the eleatmng with a gray secrecy envelope.

a) Give instructions to the elector on placing theedoballot into the gray secrecy
envelope prior to leaving the voting booth.

b) Direct them to an open punch card voting device.

IMPORTANT: Never allow a voter to wait with a Punch Card Bailiohand. It
may be bent or torn and become unusable with thddtor.

b. AutoMark Ballot:

1) Stamp the Oval Ballot(s) with the Official Electi®@amp in the Official Stamp Box at
the bottom on the front of the ballot(s).
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NOTE: If the elector is eligible to vote any of the adufial ballot styles or types
that were delivered to the polls, stamp all ofllaélots that the elector is
eligible to vote with the Official Election Stampigr to issuing the ballots.

2) Hand the Official Oval Ballot(s) to the elector ia¢pwith a secrecy sleeve.

a) Give instructions to the elector on inserting tloéed ballot(s) into the secrecy
sleeve prior to leaving the AutoMark.

b) Direct the elector to an open AutoMark.

IMPORTANT: Never allow an elector to wait with an Official O\Ballot for
use with the AutoMark in hand. It may be bent entand become
unusable with the AutoMark.

VOTING THE BALLOT

1. The operation of voting shall be secret. The elettost retire to either a vacant voting booth
or AutoMark.

a. If using a voting booth, the elector will mark thallot according to the instructions which
appear on the Punch Card Ballot Voting Instructiplagard in each voting booth.

1) After voting the Punch Card Ballot and before legvihe voting booth, the elector

must check that each punch was complete with ngihgrchads and place the ballot
inside the gray secrecy envelope.

b. If using the AutoMark, the elector will follow thdirections given by the machine and the
Election Clerk assisting voters with the machine.

1) Before leaving the AutoMark, the elector shouldcpléhe voted ballot(s) into the
secrecy sleeve.

IMPORTANT: An elector may ask for assistance with the AutoMatkr

beginning to vote. An Election Clerk may give ameded instruction or
assistance.

NOTE: If any elector, after beginning to vote, asks fdormation regarding the
marking of a ballot, the Election Clerks will gitlee elector any necessary
information, instruction or assistance. (34-242C,)l

2. Ballot stubs should be banded into stacks of 2$erin arriving at the Poll Book

tabulations. After the polls are closed, ballobstare deposited in the Voted Ballot Stub
Envelope (EE-6) for returning to the County Cletkree end of the night.
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RECEIVING THE VOTED BALLOT

1. After voting the ballot(s), the elector must thergent himself to the Receiving Clerk in
charge of either the second Poll Book or List ofjRtered Voters and the ballot box(es).

2. The elector must state his or her name and resedatdress to the Receiving Clerk. (34-
1107, 1.C))

3. The Receiving Clerk will locate the elector’'s naama&l record that the elector has voted in
either the second Poll Book or the List of Registievoters.

a. If the elector has completed an Election Day Redfisin Card, enter the individual's
name and address along with the notation “eleateynregistration” in either the second
Poll Book on one of the blank Poll Book pages pdedi at either the end of each alpha
division or at the back of the Poll Book or at #ral of the List of Registered Voters.

1) After entry into either the second Poll Book ortla$ Registered Voters, place the
completed registration card in the Election Day iRegtion and Personal
Identification Affidavit Envelope (EDR-3).

NOTE: The Receiving Clerkloes notenter the party ballot selection in the
second Poll Book or List of Registered Voters. Thegply mark that the
elector has voted.

4. The elector has the option of depositing the vaigtbt(s) into the ballot box(es) or allowing
the Receiving Clerk to deposit the ballot(s).

a. TheElector Depositgon page 45) the voted ballot(s).
b. TheReceiving Clerk Depositéon page 46) the voted ballot(s).

ELECTOR DEPOSITS
1. Punch Card Ballot:

a. The Receiving Clerk will instruct the elector onefally removing the ballot stub from
the ballot card without removing the ballot cardnfrthe grey secrecy envelope by folding
the ballot stub back and forth across the perfonabefore tearing. This allows for easy
separation of the ballot stub from the ballot card.

b. The Receiving Clerk will request that the electoow them the front of the grey secrecy

envelope. This allows the Receiving Clerk to beaserthat the ballot card is in the pocket
of the envelope.

1) This is easily determined by looking at the bottointhe gray secrecy envelope where
the flap is slashed.

2) If the card is not in the pocket, you will see badlot card. Request that the elector
insert the ballot card properly into the gray segrenvelope.
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d.

After removing the ballot stub from the ballot camd verifying that it is properly placed
in the secrecy envelope, the elector will depdthallot card inside the gray secrecy
sleeve into the ballot box.

The elector will then hand the ballot stub to thez&ving Clerk.

2. Oval Ballots:
a. The Receiving Clerk will instruct the elector onvhto deposit the Oval Ballot(s) into the

b.

ballot box while retaining the secrecy sleeve.

1) The elector is to insert the lower edge of thee®csleeve into the ballot box slot and
allow the ballot(s) to slip into the ballot box.

The elector will then deposit the ballot(s) inte thallot box as instructed and will return
the secrecy sleeve to the Receiving Clerk.

1) The voted Oval Ballot(s) is/are deposited intodperopriate ballot box.

NOTE: The ballot stub on the Oval Ballot used in conjwntivith the AutoMark
is removed prior to issuing the Official Oval Bdlto the voter.

RECEIVING CLERK DEPOSITS

1. Punch Card Ballot:
a. The elector will hand the voted ballot card, witkine gray secrecy envelope, to the

b.

C.

d.

Receiving Clerk.
The Receiving Clerk will be certain that the battatd is in the pocket of the envelope.

1) This is easily determined by looking at the bottointhe gray secrecy envelope where
the flap is slashed.

2) If the card is not in the pocket, you will see badlot card. Return the ballot card and
secrecy envelope to the elector and request thgtitisert the ballot card properly into
the gray secrecy envelope.

The Receiving Clerk will carefully remove the balsub from the ballot card without
removing the ballot card from the gray secrecy @peby folding the ballot stub back
and forth across the perforation before tearings @lows for easy separation of the ballot
stub from the ballot card.

The Receiving Clerk will then deposit the ballotdawvithin the secrecy sleeve, into the
ballot box.

2. Oval Ballots:
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b. The Receiving Clerk will deposit the Oval Ballot{s)o the appropriate ballot box without
removing the ballot(s) from the secrecy sleeve.

1) The Receiving Clerk will insert the lower edge loé tsecrecy sleeve into the ballot
box slot and allow the ballot(s) to slip into thedlbt box while retaining the secrecy
sleeve.

2) The voted Oval Ballot(s) is/are deposited intodperopriate ballot box.

ANNOUNCING THE ELECTOR'S NAME

1. The Receiving Clerk will theannounce the elector’'s name in a loud audible voider all
present to hear, especially any watchers and/diecigers. (34-1107, I.C.)

2. The Receiving Clerk places the ballot stub intowbd ballot stub envelope (EE-6) in sets
of 25.

NOTE: The Receiving Clerkloes notenter the party ballot selection in either the
second Poll Book or Alpha List. The Receiving Clerkty marks that the
voter has voted.

IMPORTANT: NEVER LEAVE THE BALLOT BOX(ES) UNATTENDE D!

ASSISTANCE TO THE VOTER

Whether an elector chooses to vote the Punch CalidtBvithout assistance or use one of the
following options for assistance when voting, tleeidion is left to the elector. Although the
AutoMark is available in every polling place, aeabr may still request assistance from another
person or utilize curbside voting. All electors bdfie following options for assistance when
voting: Using the AutoMark, Receiving Assistanaenir Another Person, or Curbside Voting.

AUTOMARK

1. This device marks a ballot with the selections magan elector who has difficulty seeing or
marking a ballot.

2. No votes are stored in the machine. The AutoMatk orarks a ballot. Ballots are hand
counted by the Election Clerks.

3. For instructions on operating the AutoMark, refetlie AutoMark Procedural Manual.

ASSISTANCE BY ANOTHER PERSON

1. Any elector who, because of blindness, physicalldigy or other disability, is unable to
mark the ballot(s) may request assistance fronmdividual of their choice in marking the
ballot(s).
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a. An elector may request assistance from one of tbetign Clerks or from any person of
their choice.

b. The individual assisting the elector will ascertdia wishes of the elector for each office,
ballot measure or ballot question and will mark Itladlot(s) accordingly.

c. The individual assisting the elector is not allowedjive any information regarding the
marking of the ballot(s).

d. Upon receiving assistance in this manner, the Badk Clerk will make the notation of
“assistance” in the Remarks Column of the Poll Bmlowing the name of the elector
receiving such assistance. SeeRlod Book Page(on page 25), Line 10, Column C.

CURBSIDE VOTING

1. Any elector who, because of physical disabilityothver disability, is unable to enter the
polling place may request assistance at their \ehic

a. An elector may have someone notify the Electionrk3lén the polling place that they are
in the parking lot and need the ballot(s) broughthem because they are unable to enter
the polling place.

b. The Election Clerk will take the Poll Book or appriate Poll Book page, and either the
portable punch card machine, ballot(s), and grayesy envelope or the appropriate
AutoMark ballot(s) and secrecy sleeve to the elacttheir vehicle in the polling place
parking lot.

IMPORTANT: If the elector is eligible to vote more than ondédiastyle or type,
each ballot should be stamped with the OfficialcEten Stamp and
delivered to the elector.

c. An Election Clerk must follow the same steps dhkefelector appeared in the polling
place.

1) The elector must state his or her name and restdatdress then either show an
acceptable photo I0see "Identification Required” on page 36) or stym Personal
Identification Affidavit.

2) The Election Clerk must verify the elector's addrasd photo ID, check for any
notations in the Remarks Column to the right ofdleetor's name or beneath the
elector's name, have the elector sign the Poll Bowkissue the appropriate ballot(s).

d. The elector signs the Poll Book next to his orreane, votes the ballot(s) in a private
manner, places the voted ballot(s) in either tlay gecrecy envelope or the secrecy sleeve
and returns them to the Election Clerk.

e. The Election Clerk returns the Poll Book or PolldBgage to the Poll Book Clerk.
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1) The Poll Book Clerk makes the notation of “assis&ginn the Remarks Column to the
right of the elector's name. See Bl Book Pagegon page 25), Line 9, Column C.

f. The Election Clerk then deposits the voted baljat(she appropriate ballot box.

g. The Receiving Clerk records that the elector vategither the second Poll Book or List of
Registered Voters arahnounces the elector's name in a loud audible vador all
present to hear, especially any watchers and/diecigers.

THROUGHQUT THE DAY

1. Prior to voting, instructions and a demonstratiarhow to vote the Punch Card Ballot should
be given to all electors and the AutoMark to tha$® wish to use it. For a sample
demonstration script, s€&&reeting Voters & Demonstratiofsee "VIII — Greeting Electors
and Voting Demonstration” on page 75).

2. After the Receiving Clerk bundles the Punch CartloBatubs in a stack of 25, the stack
should be placed in the Voted Ballot Stub Envel(fte-6) for returning to the County Clerk
at the end of the night.

3. After a pad of Oval Optical Scan Ballots (i.e. AMtark ballots) has been issued, place the
pad of ballot stubs in the Voted Ballot Stub EnpeldEE-6) for returning to the County Clerk
at the end of the night.

4. Voting booths must be inspected as frequently asilie to make certain that no sample
ballot, literature, flyers, stickers, etc. are iefthem after an elector votes the ballot. Any
material must be removed from the voting booth.

a. During this inspection, the face of the punch carting device and the ballot labels
should be examined to insure that the device alidtlb@bels have not been damaged or
tampered with (34-2420, I.C.) If tampering or défigas evident, close the voting booth
and immediately call the County Clerk’s ElectiorfiCH.

UPDATING THE POLL BOOK

(For those counties that centrally count absenteealiots instead of delivering them to the
polls to be counted.)

1. At some point during the day, the County Clerk esignee will deliver or electronically send
to the polling place a list of electors who havhei voted by In-Person Absentee Ballot or
returned a Mail-In Absentee Ballot to the Countgr®ls Elections Office after the Poll Book
was printed.

2. Upon receipt of this list, the Poll Book Clerk wilpdate the Poll Book.
a. For each elector, the Poll Book Clerk will locate elector's name in the Poll Book.
b. Verify that the elector has not signed the Poll Baad voted at the polls.
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1) If the elector has signed the Poll Book, immediatedtify the County Clerk's Election
Office for instructions on how to handle the abserttallot.

c. Write "Absentee Received" and initial in the Sigmatof Voter Column to the right of the
elector's name. See tRell Book Page(on page 25), Line 7, column B.

d. Based on the information contained on the list,

1) Verify that the correct Party Affiliation box is mkeed in the Poll Book in the Party
Column to the right of the elector's name.

a) If itis not marked, place an "X" in the correctrfyabox in the Party column.

2) Verify that the box for the correct Party Ballotesgtion the elector made is marked in
the Ballot Type Column to the right of the eletarame.

a) If it is not marked, place an "X" in the appropeidallot Type box in the Ballot
Type column.

IMPORTANT: If the Non-Partisan Judicial candidates or questdm not appear
on the partisan ballots (i.e. Democratic or RemmanliParty ballots), be
sure to mark both the partisan checkbox and notisparcheckbox on the
poll book for the voter. This will assist at thedesf the night when you are
completing theBallot Accounting Paggon page 73).

NOTE: This process must be done to be sure that an eledtmot be able to
vote twice in the election. If there is any questiegarding an elector's
name appearing on the list received from the CoQigyk, immediately
contact the County Clerk's Election Office.

RECEIVING AND PROCESSING ABSENTEE BALLOTS

(Only those counties where absentee ballots are $éo the polls.)

RECEIVING THE ABSENTEE BALLOT CARRIER ENVELOPE

1. Between the opening and closing of the polls, thar@y Clerk or designee will deliver the
Absentee Ballot Carrier Envelope (EA-13) (i.e. GarEnvelope) containing Absentee Ballot
Return Affidavit Envelopes (i.e. Affidavit Envelogesigned by the elector along with a list of
elector’'s names as they appear on the Affidavitdtopes.
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2. Upon receipt of the Carrier Envelope, the Chiefggudill immediately open the Carrier
Envelope and proceed to count the number of Afitdarvelopes enclosed. The number of
Affidavit Envelopes enclosed should match the nunfibeed on the Judges Receipt for
Absentee Ballots (EA-1).

a. If the number of Affidavit Envelopematchesthe number listed on the Judges Receipt for
Absentee Ballots (EA-1), the Chief Judge and Co@igyk or Designee will sign the
Judges Receipt for Absentee Ballots (EA-1). Thee€Chidge and County Clerk or
designee will each keep a copy of the signed réceip

b. If the number of Affidavit Envelopegoes not matchthe number listed on the Judges
Receipt for Absentee Ballots (EA-1), the Chief Jaidgd County Clerk or designee must
determine the cause of the discrepancy.

1) One Election Clerk reads the names listed on tliel#@\fit Envelopes while the other
marks off the names on the list of elector’s nathas was included in the delivery of
the Carrier Envelope.

2) Upon locating the missing name or the additionakéope, contact the County
Clerk’s Election Office and report the discrepantiyen, correct the number of
Affidavit Envelopes on the Judges Receipt for AlbserBallots.

3) The Chief Judge and County Clerk or designee fdhtsign the Judges Receipt for
Absentee Ballots (EA-1). The Chief Judge and Co@igyk or designee will each
keep a copy of the signed receipt. Upon returniniipé County Clerk's Office, the
County Clerk or designee will correct the discrepaand will either locate the
missing Affidavit Envelope or add the additionalelope to the list of returned
absentee ballots.

ACCOUNTING FOR AND OPENING THE AFFIDAVIT ENVELOPES

1. Upon signing the Judges Receipt for Absentee Baltbe Affidavit Envelopes should be
given to the Issuing Clerk.

2. For each Affidavit Envelope enclosed,

a. The Issuing Clerk will announce the elector’'s nasét appears on the bar code label on
the back of the Affidavit Envelope.

b. The Poll Book Clerk will locate the elector's namehe Poll Book and the Receiving
Clerk will locate the elector's name in either seeond Poll Book or List of Registered
Voters.

1) If the elector has not voted at the polling place,
a) The Poll Book Clerk will:

i) Place an "X" in the appropriate Party box in theyr@olumn based on the
Party Affiliation on the Bar Code Label on the baxtkhe Affidavit
Envelope, if the party designation is not alreaglected.
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i) Place an "X" in the appropriate Ballot Type bosxhe Ballot Type Column
based on the Ballot designation on the Bar CodelLab the back of the
Affidavit Envelope, if the ballot selection is naiteady marked.

IMPORTANT: If the Non-Partisan Judicial candidates or questamnot appear
on the partisan ballots (i.e. Democratic or RemauiiParty ballots), be
sure to mark both the partisan checkbox and notisparcheckbox on the
poll book for the voter. This will assist at thedesf the night when you are
completing theBallot Accounting Paggon page 73).

b) The Poll Book Clerk will write the elector’s namethe Signature of Voter
Column to the right of the elector's name as thahglelector had been present
and voted in person.

2) The Poll Book Clerk should also initial next to tiype of Absentee Ballot in the
Signature of Voter Column to the right of the etestname. (34-1008, I.C.) See the
Poll Book Pagglon page 25), Line 3 and Line 8, Columns B & deed to Opening
the Affidavit Envelopes.

a) The Receiving Clerk will mark that the elector vased in either the second Poll
Book or the List of Registered Voters.

3) If the elector has already voted in the election,

a) The Issuing Clerk will write “Spoiled” and the reawsacross the back of the
Affidavit Envelope and place the Affidavit Envelopethe Rejected Absentee
Ballots Envelope (EA-14).

OPENING THE AFFIDAVIT ENVELOPES

1. If the elector is a duly registered elector of pinecinct and has not heretofore voted at the
election, the Issuing Clerk will open the Affidathvelope and remove the Voted Ballot
Envelope (EA-9).

2. The Voted Ballot Envelope (EA-9) should then beegito the Receiving Clerk.

NOTE: Do NOT openthe Voted Ballot envelope until preparation fountng.

DEPOSITING THE VOTED ABSENTEE BALLOT

1. Upon receipt of the Voted Ballot Envelope,

a. The Receiving Clerk will theannounce the elector's name in a loud audible voider
all present to hear, especially any poll watched/@ challengers. (34-1107, I.C.)
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b. The Receiving Clerk will locate the elector’'s nameither the second Poll Book or List
of Registered Voters and record that the electenosed as though he had been present
and voted in person.

c. The Receiving Clerk will then deposit the VotedI|BaEnvelope into the appropriate
ballot box.

2. The Issuing Clerk will stack the empty Affidavit ¥¥lopes for ballot accounting at the end of
the night and for return to the County Clerk.

ENTERING THE NUMBER OF ABSENTEES RECEIVED ON THE BALLOT
ACCOUNTING PAGE

1. Divide the empty Affidavit Envelopes based on tradl@& selection on the bar code label on
the back of each Affidavit Envelope.

a. Stack all of the envelopes with the Ballot typeNofor Non-Partisan Ballodnly together.
b. Stack all of the envelopes with the Ballot typebofior Democratic Party Ballot together.
c. Stack all of the envelopes with the Ballot typdrofor Republican Party Ballot together.

NOTE: If you have additional ballot types or styles foistelection, you will not
be able to record the number of these ballots vedeat this point. You
will need to wait until you open the voted ballowelopes at the end of the
night to account for these ballots.

2. Complete the Ballot Accounting page:
a. Count the number of empty Affidavit Envelopes icleatack.

b. The Poll Book Clerk will enter the number of absenballots received (i.e. empty
affidavit envelopes) as follows:

1) Record the number of Non-Partisan Absentee Balkutsived on Line 2c in the first
column under the headimdpn.

2) Record the number of Democratic Party AbsenteeoBateceived on Line 2c in the
second column under the headdgn.

3) Record the number of Republican Party AbsenteeoBaleceived on Line 2c¢ in the
third column under the headifgp.
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NOTE: Any spoiled absentee ballots will be accountecatdhe end of the night
with the other spoiled ballots. Do not include sipoiled ballots in these
figures.

Ballot Accounting Page Example

Ballot Description (Name or E)istrict ‘Desc‘ription) Non 'b ¢ ]g o[ Vl o IOVOJ\ %Vo"‘t

e TRt AETm AR R TR~ i ~

c. Number of Absentee Ballots received (if any) o 3 b o o o

CHALLENGING ABSENTEE ELECTOR'S VOTE

1. An absentee ballot may be challenged in the sanmmenas other votes are challenged.

a. The Receiving Clerk and the Chief Judge have thepand authority to determine the
legality of such ballot.

1) If there is a question regarding an absentee batllaiienge, contact the County
Clerk's Elections Office for assistance.

b. If the challenge is sustained, the envelope comgitine ballot of the elector will:
1) Not be opened.

2) The Receiving Clerk will write “Challenged” and theason for the challenge across
the back of the Affidavit Envelope.

3) The Poll Book Clerk will make the notation “Chalgggd” in the Poll Book after the
elector’s name.

c. All absent elector’s return Affidavit Envelopes, iaih were rejected as aforementioned
will be placed in the Rejected Absentee Ballot HEope (EA-14) and be returned to the
County Clerk in the Supplies Returning Envelope-@K34-1010, I.C.)

2. If an absent elector’s envelope contains more tmen(1) marked ballot of any one (1) kind,
none of such ballots shall be counted. The Recgi€ierk shall make the notation “Spoiled”
on the back of the ballot(s) and the reason thezdften deposit them in the Spoiled Ballot
Envelope (EE-5). (34-1009, I.C.)
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EARLY PICK UP OF BALLQTS, IF APPLICABLE TO YOUR PRECINCT

Sometime during the late afternoon on Election Dlag,voted ballots may be picked up for
transfer to the counting center. When the CoungrlCor designee authorized to pick up the
ballots arrives at the polling place or when thikotsare prepared for pickup by a specific time,
the following steps are to be followed:

1. Locate the small transfer case, which has beenisdgpr this purpose.

2. Inthe presence of at least two Election Clerk$akor break the seal on the ballot box and
remove all of the grey secrecy envelopes (unopesdithe Voted Ballot Envelopes from the
absentee ballots delivered to the polls, if appliea

IMPORTANT: DO NOT REMOVE THE BALLOT CARDS FROM THE
SECRECY ENVELOPES.

3. If absentee ballots were delivered to the polls,

a. Separate the gray secrecy envelopes containingt lzaltds that were voted at the polls
from the Voted Ballot Envelopes. (IMOT remove the Ballot Cards from the gray
secrecy envelopes at this point.)

b. Count the number of Voted Ballot Envelopes andrahie number on line 2f on the Ballot
Accounting page (E-2B) in the Poll Book signed by voters.

Ballot Accounting Page Example

Ballot Description (Name or E)istrict ‘Desc‘ription) Non 'b ¢ ]g o[ Vl o IOVOJ\ %Vo"‘t

e TRt AETm AR R TR~ i ~

f. Number of Absentee Ballots Transferred at Early Pick Up, if any / a 2 J,I o) O O

c. One Clerk should open the Voted Ballot Envelopes.
1) Carefully open the Voted Ballot Envelopes and reenithe gray secrecy envelopes.

2) For each gray secrecy envelope, carefully remogd#tot stub and Styrofoam
backing from the ballot card while keeping the tlatlard with the gray secrecy
envelope it was originally in.

a) Remove the ballot card attached to the Styrofoackibg from the secrecy sleeve.

b) Fold the ballot card back and forth across theqgpation before tearing. This
allows for easy separation of the ballot stub ftbmballot card.

c) Tear the ballot card from the ballot stub whiclstifi attached to the Styrofoam
backing.
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d) Place the ballot card back in its original grayreeg sleeve and place in a pile on
the table for further processing.

4. Quickly divide the gray secrecy envelopes by ballrd type (i.e. color), include the absentee
ballots if they were delivered to the polls.
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a.

You will have a stack for the following card types:
1) Non-Partisan Only

2) Democratic Party

3) Republican Party

You may have a stack for the following ballots:

1) Oval Non-Partisan Only

2) Oval Democratic Party

3) Oval Republican Party

Quickly but accurately count the number of grayeeg envelopes in each stack and enter the
figure on the Ballot Accounting page in the PolldRsigned by the voters and the Receipt for
Early Pick-Up (EP-100P).

a.

Non-Partisan Only - count the number of gray secezwelopes and enter the total on
Line 2e in the first column of the Ballot Accourdipage and the Receipt for Early Pick-
Up (EP-100P) provided.

Democratic Party - count the number of gray secesmelopes and enter the total on Line
2e in the second column of the Ballot Accountinggpand the Receipt for Early Pick-Up
(EP-100P) provided.

Republican Party - count the number of gray seceesqelopes and enter the total on Line
2e in the third column of the Ballot Accounting paand the Receipt for Early Pick-Up
(EP-100P) provided.

Oval Non-Partisan Only - count the number of OvahNPartisan Ballots and enter the
total on Line 2e in the fourth column of the Balfatcounting page and the Receipt for
Early Pick-Up (EP-100P) provided.

Oval Democratic Party - count the number of Ovalrideratic Party Ballots and enter the
total on Line 2e in the fifth column of the Ballatcounting page and the Receipt for
Early Pick-Up (EP-100P) provided.

Oval Republican Party - count the number of Ovglutdican Party Ballots and enter the
total on Line 2e in the sixth column of the Ballkatcounting page and the Receipt for
Early Pick-Up (EP-100P) provided.



Ballot Accounting Page Example

Ballot Description (Name or ‘[‘)istrict ‘Desc‘:ription) Non 'b ] 0! VJ oA IOVM %VM

e. Number of Ballots Transferred at Early Pick-Up, if any 17 A4 70 o o o

6. Place all of the voted ballot cards, within theygsecrecy envelopes, in to the Ballot Transfer
Case. Also, load any Oval Ballots as instructedheyCounty Clerk's Elections Office.

7. Seal the Transfer Case.
8. Complete the Receipt for Early Pick-Up (EP-100P).
a. Enter the Precinct Number.
b. Enter the Seal Number from the seal used on thesteanCase.

c. Sign the log.

IMPORTANT: Do not surrender the ballot transfer case contgittie voted
ballots until the County Clerk or designee and@inef Judge have signed
the Receipt for Early Pick Up of Ballots (EP-100P).

9. Tape one copy of the Receipt for Early Pick-Up (HRP) to the outside of the ballot transfer
case.

10.The Chief Judge retains the second copy of theiRteioe Early Pick-Up (EP-100P) as part
of the Election Night records.

11.The County Clerk or designee will take the copyhef signed Receipt for Early Pick Up of
Ballots (EP-100P) that is attached to the TranStese. The Chief Judge will retain the second
copy of the Receipt for Early Pick-Up of BallotsRE00P) to be returned with the supplies to
the County Clerk at the end of the night.

12.Lock or seal the ballot box and put it back intovg®e. Be sure to show that the ballot box is
empty and explain what occurred to the next elemhor any bystanders.

a. If using a seal, record the new seal number oB#il®t Box Seal Accounting Page (E-
21).

CLOSING THE POLLS

1. Thirty (30) minutes prior to the closing of the Igolone of the Election Clerks will make a
proclamation of the same. (34-1101(2), I.C.)

2. Close the polls at 8:00 p.m.
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a. All electors who are waiting in line at 8:00 p.must be allowed to votenot withstanding
the pronouncement that the polls are closed. (342, 1.C.)

b. If there is a line of electors waiting for the PBbok Clerk, it is recommended that one of
the Election Clerks stand at the end of the linatahe door to the polling place to notify
new electors that the polls are closed.

AFTER THE POLLS CLOSE

After all electors who were waiting in line at 8:p0n. have voted and the polls have closed, the
Election Clerks will complete the following tashsis suggested that the following tasks be

assigned to Election Clerks in groups of two. Mibv@n one team of Election Clerks may be
working on different tasks at the same time.

TASK 1 - POLL BOOK TALLY AND COMPARISON

1. The Poll Book Clerk and Receiving Clerk will comedhe Poll Book signed by the electors

with either the second Poll Book or the List of Régred Voters kept by the Receiving Clerk.
Both Election Clerks should have the same electanked as voting.

a. Missing electors:

1) Correct any mistakes that may be found, until #weyfound to agree.

NOTE: If the Poll Book is divided into alpha sectionscledoll Book section

must be compared to either the second Poll BodkeoList of Registered
Voters.

b. An elector did not sign the Poll Book:

1) If an elector did not sign the Poll Book beforerggissued a ballot, make a note in the
Poll Book in the Remarks Column after the electoame that the elector voted
without signing the Poll Book.

c. The Ballot selection was not identified in the Fgdlok in the Ballot Column:

1) If the Ballot selection was not identified in thelFBook before issuing the ballot(s),

make a notation in the Poll Book in the Remarksu@ui after the elector's name that
the ballot selection was not marked.

NOTE: If an elector votes without signing the Poll Boaldahe ballot selection

was not identified in the Ballot Column, you mayt be able to account for

the Ballot(s) the elector voted while reconcilihg Ballot Accounting
Page.

2. For each page on the Poll Book signed by the electo
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a. Republican Party Ballot Only:

1) Count the number of elector’s signatures of eléctwho received only the
Republican Party Ballot.

2) Record that number on the bottom of each page®hitte “Number of Republican
Ballots.”

b. Democratic Party Ballot Only:

1) Count the number of elector’s signatures of eléztoho received only the
Democratic Party Ballot.

2) Record that number on the bottom of each page®hitte “Number of Democratic
Ballots.”

c. Non-Partisan Ballot:

1) Count the number of elector’s signatures of eléxtoho received the Non-Partisan
Ballot.

a) If the non-partisan judicial offices or questiomgaar on the partisan ballots, this
number will only include those elector's who rededsnly the non-partisan
ballot. This number will not include elector's wiezeived a partisan ballot.

2) Record that number on the bottom of each page®hitte “Number of Non-Partisan
Ballots.”

d. If additional ballot types or styles were delivetedhe polls:

1) Count the number of elector’s signatures of eléxtoho received the additional ballot
type or style.

2) Record that number on the bottom of each page €likarot a specific line for this
number.

NOTE: If absentee ballots were sent to the polls, theagige count will include
those electors who were marked during the Receivirnlge Absentee
Ballots. If absentee ballots were not sent to tléspdoNOT include the
absentee electors in this number.

3. Totaling the number of Signatures and completimgBhllot Accounting page (E-2B) in the
Poll Book that the electors signed.

a. Non-Partisan Ballots

1) Combine the number listed on the Line “Number ohNRartisan Ballots” on each
Poll Book page together and record the grand tstdline 1a in the first column on
the Ballot Accounting page (E-2B) under the heading.

b. Democratic Party Ballots
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1) Combine the number listed on the Line “Number ofrideratic Ballots” on each Poll
Book page together and record the grand total ar LLa in the second column on the
Ballot Accounting page (E-2B) under the headagn.

c. Republican Party Ballots
1) Combine the number listed on the Line “Number opidican Ballots” on each Poll
Book page together and record the grand total ar LLa in the third column on the
Ballot Accounting page (E-2B) under the headReyp.

d. If additional ballot types or styles were delivetedhe polls:

1) Combine the number recorded on the bottom of eagle for the additional ballot
type or style on each Poll Book page together andrd the grand total on Line lain
the appropriate column on the Ballot Accountingepéie-2B) under the correct
heading.

Ballot Accounting Page Example
i 4 s - Oved Oval avoul
Ballot Description (Name or District Description) Nor I jg A T

1. VOTING SUMMARY - Complete after polls are closed.

a. Number of Electors Signing Record Zlfl ff [ 1 b o K]

(Include Absentee Ballots Received at the Polls, if applicable)

TASK 2 - ELECTION DAY REGISTRATION AND PERSONAL IDENTIFICATION
AFFIDAVITS

1. Complete the front of the Election Day Registrat@mm Personal Identification Affidavit
Envelope (EDR-3).
a. Enter the Precinct Name or Number.
b. Enter the Date.
2. Registration Cards:
a. Count the number of completed Registration Cards.
b. Enter the number of completed Registration Cards on

1) The front of the Election Day Registration and Beed Identification Affidavit
Envelope (EDR-3).

2) The “Total Number of Election Day Registration Cartine on the Ballot
Accounting page (E-2B) in the Poll Book signed bg voters.
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Ballot Accounting Page Example

BALLOT ACCOUNTING for the Election held on _pna., Is 2012

Total Number of Election Day Registration Cards __ } gl

Ballot Transfer Box Seal No. 4} 73749 Total Number of Signed Personal Identification Affidavits ﬂ

County Precinct LO

Ballot Description (Name or District Description) Noa 'b ¢ ] 0[ V] o IOWIJ %‘“’"‘t

1 RFATINGS OTTRARE A TN Mol diu. o3 M- ___ _4___4

3. Personal Identification Affidavits:
a. Count the number of signed Personal Identificaféfidavits.
b. Enter the number of signed Personal Identificafiffidavits on:

1) The front of the Election Day Registration and Beed Identification Affidavit
Envelope (EDR-3).

2) The “Total Number of Signed Personal IdentificatAffidavits” Line on the Ballot
Accounting page (E-2B) in the Poll Book signed voeers.

Ballot Accounting Page Example

BALLOT ACCOUNTING for the Election held on Is 40

County Precinct I.o Total Number of Election Day Regisiration Cards __ } &l

Ballot Transfer Box Seal No. 473719 <Total Number of Signed Personal Identification Affidavits 4 >

Ballot Description (Name or District Description) Noa 'b ¢ ] 0[ V] o IOWIJ %‘“’"‘t

1 RFATINGS OTTRARE A TN Mol diu. o3 M- ___ _4___4

4. Place the completed registration cards and sigeesbRal Identification Affidavits into the
Election Day Registration Envelope (EDR-3) and seal

5. Place the sealed Election Day Registration andoRalddentification Affidavit Envelope
(EDR-3) into the Voted Ballot Box or designated tzaner.

TASK 3 - PREPARING BALLOTS AND POLL BOOK TABULATION
1. Ballot Box(es):

a. Clear a table for ballot preparation.
b. Unlock or break the seals on the ballot box(es).

c. Remove the gray secrecy envelopes containing badlols and Absentees in the Voted
Ballot envelopes, if absentees were deliveredeé@thils during the day.

d. Separate the Voted Ballot Envelopes from the ge&yexy envelopes.
1) Open the Voted Ballot Envelopes and remove the geayecy envelope.
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2) Open the gray secrecy envelope and divide thetbdipballot type. You should have
the following stacks of ballots.

a) Non-Partisan
b) Democratic Party
c) Republican Party

IMPORTANT: Do NOT remove the ballot cards from the gray write-in
envelopes.

3) Once the ballots are divided, physically countribenber of voted ballots in each
stack, if there is more than one stack of ballatsi record on the Ballot Accounting
page in the Poll Book signed by the electors.

a) Enter the total number of Non-Partisan absentdetbain Line 2h in the first
column beneath the heading Non.

b) Enter the total number of Democratic Party absebadlets on Line 2h in the
second column beneath the headien.

c) Enter the total number of Republican Party abseoa#iets on Line 2h in the third
column beneath the headiRgp.

d) Enter the total number of Oval Non-Partisan abseb#dlots on Line 2h in the
fourth column beneath the headi@gal - Non.

e) Enter the total number of Oval Democratic Partyealse ballots on Line 2h in the
fifth column beneath the headiQyal - Dem.

f) Enter the total number of Oval Republican absebédlets on Line 2h in the sixth
column beneath the headifyal - Rep.

Ballot Accounting Page Example

o m“?:al.li)t“ li)yescrr‘iplio? (Naine or ‘[‘)istrict ‘Desc‘:ription) Noa -b ] Ovell Ovald % tvo—-l

h. Number of Absentec Ballots in the Ballot Box, if any 4 / a? O o O
{Count the ballots)

e. Record the number of ballots cast at the polls lecti®n Day.

1) First, physically divide the voted Punch Card Bllby ballot type. You should have
the following stacks of ballots:

a) Non-Partisan
b) Democratic Party
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c) Republican Party

2) Second, physically count the number of voted Pu@atd Ballots in each stack, if
there is more than one stack of ballots, and recarthe Ballot Accounting page in
the Poll Book signed by the electors.

a) Enter the total number of Non-Partisan absentdetbain Line 2g in the first
column beneath the heading Non.

b) Enter the total number of Democratic Party absebadlets on Line 2g in the
second column beneath the headien.

c) Enter the total number of Republican Party abseoa#iets on Line 2g in the third
column beneath the headiRgp.

Ballot Accounting Page Example

o m“?:al.li)t“ li)yescrr‘iplio? (Naine or ‘[‘)istrict ‘Desc‘:ription) Noa -b ] Ovell Ovald % tvo—-l

g. Number of Ballots in the Ballot Box (Count the ballots) 23 14 L /a) lo ) 3

f. One Clerk should open the Voted Ballot Envelopes.
1) Carefully open the Voted Ballot Envelopes and reenine gray secrecy envelopes.

2) For each gray secrecy envelope, carefully remogdé#hot stub and Styrofoam
backing from the ballot card while keeping the twatlard with the gray secrecy
envelope it was originally in.

a) Remove the ballot card attached to the Styrofoackibg from the secrecy sleeve.

b) Fold the ballot card back and forth across theqpation before tearing. This
allows for easy separation of the ballot stub ftbm ballot card.

c) Tear the ballot card from the ballot stub whickstifi attached to the Styrofoam
backing.

3) Place the ballot card back in its original grayreeg sleeve and place in a pile on the
table for further processing.

g. Another Clerk will process the voted ballots insilde gray secrecy envelopes.

1) Open the gray secrecy envelopes without removiad#ilot cards. Check for a write-
in vote on the gray envelope.

a) If there is no write-in, separate the ballot caahf the secrecy envelope. Place the
ballot cards in stack No. 1 and the blank secresglepes in stack No. 2. (See
diagram below.)
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b) If a write-in exists, close the envelope and pleeballot envelope with the ballot
card still inside onto stack No. 3 (See diagranowe)l These will be tallied later at
the counting center.

THEERE ARE NOW THEEE STACES

-

CAFRDS M
EMWVELOPES
WITH
WEITE-INS

CARDS ENWVELOPES

h. Place the stacks into the appropriate box for fearte the County Clerk.
1) Stack No.1 - VOTED BALLOTS — Place cards in theahballot transfer box.
2) Stack No. 2 — UNUSED ENVELOPES - Place envelopékarballot box.

3) Stack No. 3 - VOTED BALLOTS WITH WRITE-IN — Plackd remaining
envelopes, with ballots still inside, into the balbox or metal ballot transfer box.

i. Complete the following on the Transport Carrier €oinLog (EP-20P).
1) Enter the Precinct Number.
2) Enter the Number of Ballots placed in the ballat bo Ballot Transfer Box.
3) Enter the Seal Number.
4) Sign the log.

J. Tape the completed white copy of the Transporti€acontrol Log securely to the ballot
box or metal Ballot Transfer Box.

k. Seal the ballot box or metal Ballot Transfer BokeBallot Transfer Box will be
transported to the counting center in a manneripeé by the County Clerk.

2. AutoMark Ballots:
a. Open the AutoMark Ballot Box.
b. Count the number of Oval Optical Scan Ballots.

1) Enter the total number of Oval Non-Partisan abseb#&tiots on Line 2g in the fourth
column beneath the headifyal - Non.

2) Enter the total number of Oval Democratic Partyealse ballots on Line 2g in the
fifth column beneath the headiQyal - Dem.

3) Enter the total number of Oval Republican abseb#diets on Line 29 in the sixth
column beneath the headifyal - Rep.

c. Return the Oval Optical Scan Ballots to the AutokBallot Box.
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d. Complete the following on the Transport Carrier €oinLog (EP-20P).

1) Enter the Precinct Number.

2) Enter the Number of Ballots placed in the ballat bo Ballot Transfer Box.
3) Enter the Seal Number.

4) Sign the log.

e. Tape the completed white copy of the Transporti€a@ontrol Log securely to the
AutoMark Ballot Box.

f. Seal the AutoMark Ballot Box. The AutoMark BallobBwill be transported to the
counting center in a manner specified by the Co@yk.

3. Spoiled Ballots:
a. The Issuing Clerk will count the number of spoitedlots in the Spoiled Ballot Envelope
(EE-5).
1) Be sure to include any absentee ballots that waiesl if they were delivered to the
polls during the day.

a) First, divide the spoiled ballots by ballot typeorshould have the following
stacks of ballots:

i) Non-Partisan

i) Democratic Party

iii) Republican Party

iv) Any additional ballot types or styles, if applicabl

b) Second, count the number of spoiled ballots in es&tk, if there is more than one
stack of ballots, and record on the Ballot Accougfpage in the Poll Book Signed
by the electors.

1) Enter the total number of spoiled Non-Partisandtglbn Line 2i in the
first column beneath the headiNgn.

i) Enter the total number of spoiled Democratic Pheiots on Line 2i in the
second column beneath the headien.

iii) Enter the total number of spoiled Republican Phaatjots on Line 2i in the
third column beneath the headiRep.

Iv) Enter the total number of spoiled Non-Partisandtglbn Line 2i in the
first column beneath the headi@gal - Non.

v) Enter the total number of spoiled Democratic Phalots on Line 2i in the
second column beneath the headdwal - Dem.
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vi) Enter the total number of spoiled Republican Platjots on Line 2i in the
third column beneath the headi@gal - Rep.

vii) If additional ballot types or styles were delivetedhe polling place, enter
the total number spoiled ballots for each typetglesof ballots on Line 2i
in the appropriate column beneath the correct ingadi

Ballot Accounting Page Example

Ballot Description (Name or District Description) Non 'b ¢ ]g o[ Vl o IOVOJ\ %Vo"‘t

i. Number of Spoiled Ballots K1 / / o) (o) o

4. Unused Ballots
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a. The Issuing Clerk will physically count the numloéunused ballots remaining in the

b.

pads of Official Ballots.
1) Count the number of ballots for each ballot typeuhould have the following ballot
types:
a) Non-Partisan
b) Democratic Party
c) Republican Party
d) Any additional ballot types or styles, if applicabl
Record the number of unused ballots on the Baltmolinting Page.

1) Enter the total number of unused Non-Partisan tsata Line 2j in the first column
beneath the headiridpn.

2) Enter the total number of unused Democratic Paatipts on Line 2j in the second
column beneath the headibgm.

3) Enter the total number of unused Republican Palipts on Line 2j in the third
column beneath the headiRgp.

4) Enter the total number of unused Non-Partisan tsaflo Line 2j in the fourth column
beneath the headir@val - Non.

5) Enter the total number of unused Democratic Patipts on Line 2j in the fifth
column beneath the headi@yal - Dem.

6) Enter the total number of unused Republican Patipts on Line 2j in the sixth
column beneath the headifyal - Rep.
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If additional ballot types or styles were delivetedhe polling place, enter the total
number of unused ballots for each type or styleadliots on Line 2j in the appropriate
column beneath the correct heading.

Ballot Accounting Page Example

Ballot Description (Name or E)istrict ‘Desc‘ription) Non 'b ¢ ]g o[ Vl o IOVOJ\ %Vo"‘t

e TRt AETm AR R TR~ i ~

j- Number of Unused Batlots 4 A 14 19 A3 2
c. Complete the front of the Voted Ballot Stub EnveldRE-6).

1)
2)

Enter the Precinct Name or Number.
Enter the Date.

5. Completing theBallot Accounting paggon page 73) for each column:

a. Voting Summary Section

1)

Line 1a should be completed.

b. Official Ballot Accounting Section

1)
2)
3)

4)
5)

Line 2a, 2b and 2c should also be completed.

Add Line 2a, 2b and 2c together and enter the totdline 2d.

Line 2e, 2f, 29, 2h, 2i and 2j should be completed.

a) If there is no Early Pick-Up of ballots, enter Oldne 2e and Line 2f.
Add Line 2e, 2f, 29, 2h, 2i and 2j together anckettie total on Line 2k.

Line 2k (Total Ballots Accounted For) should matche 2d (Total Ballots to Account
For).

a) If these numbers do not agree you will need tordetee where the discrepancy is.
This may include recounting the number of voteddbs| absentee ballots
received, if there were any, spoiled ballots oragtuballots.
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NOTE: If the number of ballots in the ballot box, less tumber of absentee
ballots received at the polls, plus the numberpoiled ballots does not
agree with the number of stubs, the Election Clédsge the authority to
make any decision to correct the situation.

IMPORTANT: This does not mean that the Election Clerks amwaitl to void
all ballots cast at the polling place. (34-120€.,.).

6. After the ballots are prepped:

a. Count the number of ballots being locked in theedoBallot Box or Ballot Transfer Box
for return to the County Clerk.

b. Enter the total number of ballots being lockedhia Ballot Transfer Box on Line 2k in the
first column on the Ballot Accounting page (E-2B3%{ after the outside cover of the Poll
Book signed by the voters. SBallot Accounting paggon page 73).

1) If there are Oval Ballots, enter the number ofditalbeing locked in the Ballot
Transfer Box on Line 2k in the second column onBa#ot Accounting page (E-2B)
just after the outside cover of the Poll Book sijbg the voters. Sdgallot
Accounting Paggon page 73).

7. Upon completion of the Ballot Accounting page, Biection Board members should sign the
Certification of the Distributing Board on the PBlbok cover(s) (E-2A).

TASK 4 - DISMANTLE THE VOTING BOOTHS/DEVICES

1. Voting Booths:
a. Dismantle the Voting Booths/Devices.
1) Punch Card Voting Devices: Return the Punch Carihgdevices to their cases.

IMPORTANT: Do not remove the ballot pages from the punch eatithg
devices.

2. AutoMark: Follow the instructions given by the Couclerk.

TASK 5 - RETURN OF ELECTION SUPPLIES TO THE COUNTY CLERK

1. Election Clerks must enclose, seal and returnielececords and supplies to the County
Clerk’s Election Office. If the Clerk’s office idased, the election records and supplies shall
be delivered to the County Sheriff or one of hipuees. (34-1204, 1.C.)

68



NOTE: All Voted Ballots must be delivered to the Countgi® Elections Office
on Election Night or to the County Sheriff for dedry to the County Clerk,
in accordance with 34-1204, Idaho Code.

2. Completing and filling the Return Envelope for thell Book and Tally Book (EE-1).

a. EE-1 — Envelope for returning the Poll Books (EEsf ) ist of Registered Voters and
Tally Books.NOTE: There should be two of these envelopes.

1) Complete the front of the Return Envelope (EE-1).
a) Enter the date on the Line following “Tuesday.”
b) Enter the Precinct Name or Number.
c) Each Election Clerk signs the envelope.

2) Fill the Return Envelope (EE-1).

a) Place the Poll Book signed by the voters and ohefskally Books, if applicable,
in one of the envelopes.

1) This envelope is placed in the Voted Ballot BoxBatlot Transfer Case
with the Voted Ballots for return to the County (&ie Elections Office.

b) Place the Poll Book or List of Registered Votersntaned by the Receiving
Clerk and one set of Tally Books in the second Epes

3. Completing and filling the Return Envelope for ¢les materials (EE-2).
a. EE-2 — Envelope for returning election materials.
1) Complete the front of the Return Envelope (EE-2).
a) Enter the date on the Line following “Tuesday.”
b) Enter the Precinct Name or Number.
c) Each Election Clerk signs the envelope.
2) Fill the Return Envelope (EE-2) by placing the daling items in the envelope.

a) Absentee BalloAffidavit Envelopes(see "Absentee Ballot Supplies, if applicable”
on page 87), if delivered to the Polls

b) Receipt for Absentee Ballots (EA-1), if applicable
c) Oaths of Challenged Persons (E-7)

d) Receipt for Election Supplies (E-8)

e) Sequence Card

f) Idaho Election Laws Book

g) Official Election Stamp
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h) Receipt for Early Pick-Up of Ballots (EP-100P)applicable

4. Load the Voted Ballot Box — Lock inside:

- 0 a0 T

> @

Unused Ballot Cards

Unused Oval Ballots

Unused Write-in Envelopes

Spoiled Ballot Envelope (EE-5)

Voted Ballot Stub Envelope (EE-6)

Rejected Absentee Ballot Envelope (EA-14)

Poll Book signed by the voters sealed in the EEBIL Book Return Envelope
Envelope for Returning Supplies (EE-2)

Election Day Registration and Personal Identifmathffidavit Envelope (EDR-3)

The polling place must be left in the same condits it appeared when you arrived or as
instructed by the building supervisor.

6. Remaining supplies should be transported in théaooer they were delivered in.

7. The AutoMark should be returned in a manner prbedrby the County Clerk.

8. Voting devices (including the demonstration unitpsld be returned as prescribed by the
County Clerk.
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Transport the locked or sealed Ballot Box or Ballinsfer Box, the locked or sealed
designated container and other supplies to thealdatation in a manner specified by the
County Clerk.

NOTE: All Voted Ballots must be delivered to the Countgi® Elections Office
on Election Night or to the County Sheriff for dedry to the County Clerk,
in accordance with 34-1204, Idaho Code.
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VIIl - GREETING ELECTORS AND VOTING
DEMONSTRATION

“Make Your Vote Count.”

Each elector should be greeted when arriving apttieng place and verified that they are in the
correct location. If they are in the incorrect lbona, assist the elector by locating the correct
polling place and directing them to it. If the dt@ds in the correct polling place, verify thaeth
have one of the acceptable forms of ID prior torapphing the Poll Book Clerk. The acceptable
forms of ID are listed below. If the elector hagaf the acceptable forms of ID, they should be
directed to the Poll Book Clerk. If the elector da®t have one of the acceptable forms of ID,
they should be given a Personal Identification dfiit to complete attesting to their identity.

ACCEPTABLE FORMS OF ID
1. Every elector must either show one of the accegtBhbto ID’s or sign the Personal
Identification Affidavit. (34-1113 and 34-1114, laCode)
a. Acceptable forms of ID are:
1) An Idaho driver’s license or identification card
2) A U.S. passport or Federal photo identificatiordcar
3) A tribal photo identification card

4) A current student photo ID, issued by an lIdaho Isi¢fool or post secondary
educational institution
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SUGGESTED LANGUAGE FOR GREETER

Here is suggested language for interacting witlengoivhen they arrive at the polling place. Your
assistance will prepare them to either show ID &ign the Poll Book or to register to vote.

Suggested Language fo If Yes If No

Greeters
Hello, welcome to polling Next Question Let’s find out where your
place name. Is this your polling place is. Assist
polling place? the elector in locating

their polling place by
using the precinct map or

street list.
Good. Are you Next Question Direct the elector to the
registered? Election Day registration
table.
Good. Do you have your| Next Question You need to present
photo ID with you today? acceptable photo ID or

sign the Personal Identity
Affidavit to vote in Idaho.
On the affidavit you
swear to your identity.
Here is the affidavit for
you to fill out while you
are waiting. Please give
to the Poll Book Clerk
when you sign the Poll
Book and you will be
issued a ballot.

~—+

Good, you are all set.
Please show your photo
ID to the Poll Book Clerk
when you sign the Poll
Book and then you will
be issued a ballot.

Also, prior to the elector approaching the Poll B&erk, each elector should be given a
demonstration on voting procedures. The followimgfriuctions, with a demonstration of each
point, should be followed.
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SUGGESTED LANGUAGE FOR DEMONSTRATION

Prior to the voter approaching the Poll Book Cler&ch elector should be given a demonstration
on voting procedures.

Great attention should be given to the demonstraMany electors will say that they already
know how to use the voting device. Nonethelessd#maonstrator should make every effort to
gain their attention and to show each elector hmmuinch the ballot card. The following
instructions, with a demonstration of each poihgudd be followed:

“Let me show you how to vote on the voting devi&e want to be sure that you understand how
this voting device is used.”

“Insert the ballot card and place the slots overréd pins (demonstrate). You cannot punch the
ballot card until the ballot card is in the corrposition.”

Primary: “You must restrict your voting to the padal party selected when signing the poll book.
Vote for candidates appearing on this ticket antlictates for nonpartisan judicial offices only.
You must restrict your voting to only one party.Wimay vote for not more than the number of
candidates specified on the ballot label for ed@he”

General “You may vote for not more than the nundferandidates specified on the ballot label
for each office. You are not required to restrigtiyvote to any one party in the General
Election.”

“Take the stylus, hold it vertical and punch THROJ@Glemonstrate) the ballot card after the
candidate of your choice.” (Here, actually haveubter take the stylus in hand and punch one or
two positions.)

“BE SURE YOU PUNCH ALL THE WAY THROUGH THE CARD.”
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“Notice the black spot, which shows that you haa@orded a vote. After you have finished
voting, withdraw the ballot card. It should lookdithis.”

(Hold up a ballot card for the voter to actuallg ke holes.)

“It is suggested that you check the back of youlob&r hanging chads. A chad is the small
piece of ballot that should be removed if the hadgunched completely through. If there are
any of these attached to the back of your ballbieeicarefully remove them or place the ballot
back into the voting device and repunch those vbtes

“You may also wish to check your ballot card afteting by comparing the number punched out
with the numbers following each candidate or meadfityou are satisfied that you have correctly
punched your ballot card, place it in the envelldpethis (demonstrate) and take the ballot card
and the envelope to the clerk in charge of theobalbx who will remove the stub, deposit your
ballot (card within envelope) in the box, and rectrat you have voted.”

“Please DO NOT USE PENCILS, PENS, or other instmisé punching the ballot card. ONLY
THE STYLUS is to be used in punching.”

After completing the demonstration, mention thaewithe elector wishes to vote, for someone
whose name is not on the ballot labels or whereetizeno candidate shown on the ballot label for
an office, he may do so by writing in the officétj political party (only in the primary is the
political party required) and the name of the indiinal the elector wishes to vote for on the gray
ballot envelope.
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SUGGESTED LANGUAGE FOR POLL BOOK CLERK

Here is suggested language for interacting witlengoivhen they appear before the Poll Book
Clerk.

1. Poll Book Clerk:
a. Registered Elector Appears:
1) Poll Book Clerk: "Hello, may | have your name?"
a) Locate the elector's name in the Poll Book.
1) Name appears in the Poll Book, proceed to line 2.

i) Name does not appear in the Poll Book or the elsatame is different,
direct the elector to the Registration Table to plate Election Day
Registration and to return with a verified Regitia Card.

b. New Registrant Appears:
1) Poll Book Clerk: "Hello, may | have your RegistmatiCard?"

a) Add the elector's name to the Poll Book on onéeflines on the blank page at
either the back of the Poll Book or the Alpha Lette

b) Proceed to line 4.
2. Poll Book Clerk: "Great, please state your resiéesmdress."

a. Verify the address given verbally by the electotehas the address printed in the Poll
Book beneath their name.

1) If the address matches, proceed to line 3.

2) If the address does not match what is printedenRbll Book, determine if the elector
has moved.

a) If the address is different due to the elector mgydirect the elector to the
Registration Table to complete Election Day Regtsin and to return with a
verified Registration Card.

b) If the address is different due to a clerical emathe Poll Book which has been
verified by contacting the County Clerk's Electi@difice, make the correction on
the Poll Book and make the notation "Clerical Eriarthe Remarks Column.
Proceed to line 3.

3. Poll Book Clerk: "ldaho Law requires each electoshow a photo identification card. Do
you have a picture ID with you today?"

a. Refer to the list oAcceptable Forms of Isee "ldentification Required" on page 36).
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1) Verify the name printed on the picture ID matchHesniame printed in the Poll Book
and the photo matches the individual. Proceecho4i

2) Remember, common abbreviations and nicknames aeptable. However, a name
change requires the elector to re-register.

a) If the elector does not have one of the accepfabies of ID or refuses to show
one, they may complete a Personal IdentificatioidAbit. Give the elector a
Personal Identification Affidavit to complete. Onmampleted, proceed to line 4.

4. Poll Book Clerk: "As a result of a federal courtgon, the 2011 Legislature closed Idaho's
Primary Elections so that only electors affiliateith a party may vote in that party's Primary
Election and requires each elector to either af8liwith one of the 4 recognized political
parties or designate themselves as an electomwittolitical party preference (i.e.
"unaffiliated")."

a. An elector has no Party Affiliation selected in tharty Column of the Poll Book.

1) Poll Book Clerk: "I see that you have not yet sedd@ party affiliation. Would you
like to select a party or remain unaffiliated? Tlaety options are the Constitution
Party, Democratic Party, Libertarian Party, or Réjman Party or you may select
unaffiliated which means that you have no politigaity preference. Also, this
information is public record and will be part ofuraegistration file."

2) The Elector:

a) Makes Selection: Mark the elector's selection enRlarty column of the Poll
Book. Proceed to Line 5.

b) Does not want to make a Selection:
i) The Elector: Refuses to make a selection.

i) Poll Worker: "l understand your frustration. Uniamttely, if you would
like to participate in the Primary Election, yoe aequired by 34-404,
Idaho Code, to select a party affiliation or designyourself as
unaffiliated, meaning that you have no politicaftpgreference. Please
keep in mind that this selection only applies t® Brimary Election and
has no effect on your voting selections for the &ahElection or any
other election.”

b. The elector has a Party Affiliation selected in Bety Column of the Poll Book.

1) Poll Book Clerk: "I see that you have already seléthe (insert party selected). Is
this correct?

a) Correct: Proceed to Line 5.
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b) Incorrect: Contact the County Clerk's Office toifyeif the party marked in the
Party column of the Poll Book was correctly enteogdheir office based on either
the Voter's Registration Card or Party Affiliatitorm or if the entry was
incorrectly entered.

i) County Clerk verifiesthat the entry was correct: Poll Book Clerk: "This is
the selection that you made on your (insert howstlection was made,
either by a registration card or a affiliation fgrthat you submitted to the
County Clerk's Office." If the selection was ondlwd 4 Political Parties,
the elector is not allowed to change their affiiatselection unless the
elector is re-registering because they have movédear name has
changed. If the selection was "unaffiliated,"” theceor may choose to
affiliate with one of the 4 Political Parties oreElion Day. If this is the
case, mark the new selection in the poll book aakarhe notation "New
Affiliation Selected" in the Remarks Column to tight of the elector's
name. Then proceed to Line 5.

i) County Clerk verifies that the entry was incorrect: Poll Book Clerk: "l am
sorry that is a mistake during the processing i ymsert how the
selection was made, either by a registration caalatfiliation form) that
you submitted to the County Clerk's Office. | wilake the correction.”
Make the correction in the Poll Book and make tb&tion "Correction -
Affiliation Error" in the Remarks Column to the higof the elector's name.
Then proceed to Line 5.

. Poll Book Clerk: "Now, based on your party affil@t, you may select which ballot or ballots
you would like to vote."

a. "If you are affiliated with the Democratic Partyoistitution Party, Libertarian Party or
"unaffiliated,” you may select to vote one of tkddwing ballot options:

1) Democratic Party Ballot with a Non-Partisan Ballot
2) Only the Non-Partisan Ballot

b. "If you are affiliated with the Republican Partyguwmay select to vote one of the
following ballot options:

1) Republican Party Ballot with a Non-Partisan Ballot
2) Democratic Party Ballot with a Non-Partisan Ballot
3) Only the Non-Partisan Ballot

. Poll Book Clerk: "Thank you, please sign here riextour name. You may now proceed to
the Issuing Clerk where you will be issued youldiéd)."

a. Direct the elector to the Issuing Clerk.
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IX - ELECTION RECORDS AND SUPPLIES

OFFICIAL ELECTION SUPPLIES

Election Record and Poll Book (one or more) (E-28 &-2B)
List of Registered Voters (one or more)

Official Election Stamp and ink pad (Sealed in amedope.)
Sequence Card

Grey Secrecy Envelopes

Ballot Secrecy Sleeves

Write-In Candidate List, if any (Sdeequently Asked Question&ee "VI - Frequently
Asked Questions" on page 15) for use this list.)

OFFICIAL ELECTION BALLOTS

Punch Card Ballots (Sealed in an Envelope.)

N o o bk wDdRE

Official Oval Optical Scan Ballots (Sealed in anvElope.)
Sample Ballots
Demonstration Ballots

SANEE A

Ballot Marking Pens

ENVELOPES

1. Poll Book and Tally Book Return Envelope (EE-1)
a. Sealed inside is one Election Record and Poll Book.
2. Supplies Returning Envelope (EE-2)

a. Sealed inside are the Absentee Ballot Affidavit &lopes, Challenge Oaths, Receipt for
Ballots and Supplies, Receipt for Absentee Ballibtapplicable), Election Laws Book and
Official Election Stamp.

3. Spoiled Ballot Envelope (EE-5)
4. Rejected Absentee Ballot Envelope (EA-14)
5. Voted Ballot Stub Envelope (EE-6)
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6. Election Day Registration and Personal Identifmathffidavit Envelope (EDR-3)

PLACARDS

1. Punch Card Ballot Voting Instructions placard (E=3P

a. Containing the following information: (1) How to tan a ballot, (2) How to vote, and (3)
Procedure if ballot is spoiled.

Party Affiliation information placard
Primary Election Ballot Options placard
Vote Here Sign (E-5)

Voter's Rights Placard (EP-11)

Mail-in Registrants Placard (E-10)

RECEIPTS, OATHS AND LOGS

Receipt for Election Supplies (E-8)

Oath of Challenged Person (E-7)

Ballot Box Seal Accounting page, if applicable (E-2
Transport Carrier Control Log (EP-20P)

Receipt for Early Pick-Up, if applicable (EP-100P)

MANUALS AND BROCHURES

1. Punch Card Judges and Clerks Procedural Manua2{ECLPRI)
2. Quick References

a. Chief Judge Quick Reference (QR-PC-1-PRI)

b. Poll Book Clerk Quick Reference (QR-PC-2-PRI)

c. Issuing Clerk Quick Reference (QR-PC-3-PRI)

d. Receiving Clerk Quick Reference (QR-PC-4-PRI)

e. Greeter Quick Reference (QR-PC-5-PRI)
3. Idaho Election Laws Book

o ok~ Wb
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4. Disability Etiquette Brochure
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WATCHERS AND CHALLENGERS SUPPLIES

1. Name tags for Watchers and/or Challengers, if apple

ELECTION DAY REGISTRATION SUPPLIES PACKET

Election Day Registration Manual (EDR-2)
Register to Vote Here placard (EDR-5)
Election Day Registration placard (EDR-4)
Voter Registration Cards (ER-1)
Residence Verified Stamp with Stamp Pad

BALLOT BOX(ES) & LOCKS OR SEALS

1. Ballot Box(es)
2. Ballot Box Locks with Keys or Ballot Box Seals

ok wbdPRE

3. Ballot Transfer Case, if applicable

VOTING BOQTHS

1. Votomatics and/or Voting Booths
2. AutoMark

ABSENTEE BALLOT SUPPLIES, IF APPLICABLE

1. Affidavit Envelopes - EA-12, EA-12F or EA-16
2. Envelope for delivering absentee ballots to Clerdkglection Board (EA-13)
a. Only if absentee ballots are delivered to the pgliplace during the day.

STATIONARY SUPPLIES

Ball Point Pens
Marker

Thumb Tacks
Paper Clips
Rubber Bands
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Scotch Tape
Masking Tape
Calculator
Ruler



